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Letter perfect! ‘There's nothing like M & \V other —for superior work! M & V's been making 
typewriter ribbons and carbon paper for clean good impressions for 75 years . . why not let 
sharp originals and legible, smudge-free copies them make some for you? Your stationer can 
That goes for Tagger, Silk Spun, M & M and tell you which of these smartly packaged 
Plenty Copy . . ribbons and carbon paper products is right for your job. Call him today, 
matched to each other ind unmatched by any or write Dealer Sales Department 
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‘DITTO SYSTEMS KNOW-HOW 


helped us speed up our integrated order-billing and save *6,600 a year” 


Robert C. McPeak, Sales Operating Manager B.F.Goodrich Chemical Company 


“The experience and ‘know-how’ of a DITTO systems 
specialist put our |.D.P. Order-Invoice System on its 
present highly efficient basis. This system combines 


the speed, accuracy, and economy of DITTO One- 


Writing with the automatic transmission of data by 


Three DITTO Systems Services—Plus One Thing More 

Every DITTO One Writing System embodies all elements essen 

tial to paper work efficiency: 

1. Duplicating equipment especially designed for systems use 

2. Acustomized forms printing service; 

3, Duplicating paper and supplies chemically and physically co 
ordinated to give best results... 


wire to our plants and warehouses. The yearly saving 
is $6,600. Of equal importance is the accuracy and 
close control of orders and billing; and the speeding- 
up of every phase of our procedure—vital in our busi- 
ness, where good customer service means everything.” 


BF Goodrich 
Chemical Company 
DITTO One-Writing 
Forms 


(W) plus one thing more...DITTO SYSTEMS KNOW-HOW! ] / 


You, too, can profit from the experience and ''Know-How" of 
DITTO Systems Specialists in the development of DITTO One 
Writing |.D.P. Systems. For information, call your local DITTO 
‘Duplicating Machines” 


representative listed under in your 


classified directory 





~ 


B.F Goodrich Chemical Company Sales 
Manager, Robert C_ McPeak 
ices, Robert J. Uebbing; and Supervisor of Billing 
Eugene P. Eakin, discuss DITTO 1.D-P. One-Writing 
Order Invoice System with Joseph Meagher, DITTO 
Branch Manager 
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Ditto (Britain) Ltd., 


DITTO, Inc., 6826 McCormick Road, Chicago 45, Illinois 


, Toronto, Ontario 
London, S. W. 6, England 


Ditto of Canada, Ltd 


126/128 New Kings Rd., Fulham 
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Fireman's Fund Insurance 
featured on our cover Cequip 
ment details on page 18) looks 
at night 

MANAGEMENT POLICIES se de eaid to be the beet 
lighted office building in San 


The Election Was Over—the Union Had Won r N v . Francisco Luminous ceilings 
and floo fo ceding vindou 


Growth Opportunities for the Smaller Business 


combine to make it a landmark 


When Executive Bonuses Are Not Enough by night as well as by day 
Good Light for Paper Work—Fireman’s Fund New Office Building 
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With the holidays just around 
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FIRST and 
ONLY in 
LUXCO 


“OFFICE 
ENGINEERED” FOR 


"NO NOISE” 


SILENT STEEL 


Steel top is under- 

coated and fully in- 

sulated by special sound 
absorbing compound .. . 


Typewriter & Business 
Machine Stands 


So Popular? 


v Smooth, Attractive Lines of Modern 


Styling 
VY Maximum Strength and Rigidity 
¥ Solid, Silent and Clean Top 


¥ Lustrous Enamel Finish to comple- 
ment other Steel Furniture 


Only LUXCO Stands 


SATISFY ALL REQUIREMENTS! 


Quality Office Equipment at Popular Prices! 
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J 
A Complete Line of Stands, Steel Chairs : ls 
and Stools and a Deluxe Personal File 

rirry, y, 


BADGER inc. 


LA CROSSE, WIS 
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Where you can get to know us better and we can 
keep you informed of our plans to serve you better 





Our New Editor 


N THE 27 years that we have 
| published AMERICAN BUSINES: 
it has had only three editors. Afte 
Van left last spring to produce 
commercial movies, I took 
until we could find the right man 
It has been a lot of fun. Now I am 
happy to tell you, and I know you 
will be just as happy to learn, that 
beginning with this issue Charles 
KF, Johnson, who many of you 
know, will take over the responsi- 
bility of editing the magazine. 

Should you 
way Ravenswood is just a few 
miles north of the Loop--stop by 
and say “hello” to Charley. He is 
a grand person, He joined our 
editorial staff soon after finishing 
his “tour of duty” with the Marine 
Corps in World War II, and edited 
the Dartnell “Management Methods 
Service” (now our “Personnel Ad- 
ministration Service’) until re- 
called for duty with the Corps 
when the trouble started in Korea. 
He finished that assignment a 
major, and took on the job of 
editorial writer for the San Diego 
(circulation 180,000). He 
was with that newspaper in vari- 
ous editorial capacities until he 
packed his wife and three young- 
sters into the family car the other 
day and took off for Chicago to 
rejoin his many friends here at 
Dartnell. 

One of Charley's extracurricular 
activities is writing books for boys. 
His latest is Private Steve 
Fletcher, U. 8. Marine, to be pub 
lished by John C. Winston Com- 
pany this fall. He hails from the 
Nutmeg State and is an alumnus 
of Trinity College. 
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ever get out oul 


Union 


The President's Conference 


I have just returned from the 
conference called by President 
Eisenhower to see what might be 
done to help small business, It 
was quite an affair, with 
1,000 people attending from all over 
the country and from all lines of 


some 


business 


As you might suspect, the most 
I got out of the trip was button 
holing small folks be- 
tween sessions and asking them 
about their problems. While they 
have many, I just can’t get 
steamed up about this idea of “do- 
ing something for the little fellows 
before they get gobbled up by 
their big competitors.” It has a 
political undertone to it. 

Most of the small businessmen I 
know seem to be doing well in 
spite of their griping. And the 
biggest gripers could do a lot bet- 
ter if they only stopped feeling 
sorry for themselves long enough 
to do a better management job. 


business 


Small Business Problems 


One reason I went down to 
Washington for this conclave was 
that we have long been under 
pressure to turn AMERICAN BUuSsI- 
NESS into a magazine that would 
champion the cause of “little busi- 
ness” against “big business.’”’ A 
former Government officer, who 
used to be one of System’s editors 
before we _ took it said 
“Small business is in a hell of a 
fix—they need a _ mouthpiece.” 
That was 27 years ago. You still 
hear the same complaint. 

Now, as a small businessman 
myself (Dartnell has 125 em- 
ployees and will do a little over 
$2 million in sales this year), I am 
not unaware of the problems of 
the smaller business. And one 
thing I learned in Washington was 
that the main worry of most of the 
folks at the conference was raising 
money. 

Next month we will begin a 
series of articles by John de Paul 
Hansen pointing up booby traps to 
watch for in raising money by the 
methods discussed in our July 
1957 “The Tight Money 
Headache.” 


over, 


issue, 
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lf desks in your office 
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like this, they're time wasters 
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“Look, no clutter on top or in drawers!” 


ire off-the-desk trays for incom 


if you can't cure desk clutter it's fault a Pee ser ig pews pending letters 
° ol 1-desk 


of desk, not worker 


pace for work ofr 
yanizer work separators, de 
ferred projects binders, books 
pad forms, card list ‘There 


Cluttered desks are a sure sign of an old fashioned even an in-drawer wastebasket and provision for 


office—a carry-over from the 20's. Today's modern in-drawer phone! 

offices have “‘clutter-proof’’ desks—the ingeniou With Shaw-Walker “Clutter-Proof” Desks, us 
Shaw-Walker Desk that makes other desk able working space on the desk tops is doubled. And 
obsolete by its many improvements with everything so well organized inside the desks 

With these new desks, time-wasting top clutter more work gets done, easier, faster 

and drawer hodgepodge are eliminated. Fully See these “clutter-proof” desks at our branch 
75% of things that drift around on top of other or dealer or write Shaw-Walker, Muskegon 41 
desks have a specific place inside this desk. There Michigan for new 252-page Office Guide 


Bult Live e@ 


Sh ye< reper 
HAW- Al KE Largest Exclusive Makers of Office Equipment 
Muskegon 81, Mich. Representatives Everywhere 
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OBSERVATIONS OF OUR ROVING REPORTERS 


Southern California has dis 
covered that the defense cutback 
is hurting less than it first feared. 
North American Aviation had 
about 15,000 employees working 
on the Navaho missile project 
when the Air Force suddenly 
Some of the surplus 
workers have been reassigned 
within North American; others 
were absorbed by other aircraft 
and electronics companies. Dow- 
ney, Calif., site of the closed plant, 
naturally has had the hardest time 
adjusting to the missile project’s 
cancellation. 

Yet, despite the 
and stretch-outs, business booms 
and new housing projects blossom 
on southern California’s adobe 
hills. A greater source of long- 
range concern in arid southern 
California than defense austerity 
is the water shortage, Until north- 
ern California-—where the water 
must come from—can get together 
with southern California—-which 
must pay the lion's share of con- 
struction costs--no start can be 
made on the dams to impound 
water now wasting into the Pacific. 
And arid. southern § California 
vrows thirstier and thirstier. 


abandoned it. 


cancellations 


On Route 128 in Burlington, 
Mass., the High Voltage Engineer- 
ing Corp. has built a two-million- 
volt Van de Graaff ‘atom smash- 
er” that it will rent to industrial 
concerns to test the effect of 
atomic radiation on materials o1 
for actual production use. Food 
processing companies, paint and 
lacquer manufacturers, metallur 
gists, the plastics industry, and 
pharmaceutical companies are 
renting time on the accelerator. 


Along the Pentagon's outer FE 
ring, where the service secretaries 
and multistarred officers hold fort, 
long, hard looks are being taken at 
costs, Navy Secretary Thomas S. 
Gates, Jr., the Philadelphia invest- 
ment banker, talks of the “dollar 
barrier.” Like the sound barrier 
and the heat barrier, the dollar 
barrier must be broken, he tells 
the admirals and the Navy’s sup- 
pliers, Inflation is not the only 
major source of the dollar barrier. 
More influential is the rising costs 
of the increasingly intricate weap- 
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ons systems. Electronics, missile 
vehicles, and nuclear’ explosive 
have increased the range, accu- 
racy, and destructiveness of mod- 
ern weapons. But costs have more 
than kept pace. The first buttons 
pushed in push-button war are 
those on the Pentagon's adding 
machines, Another significant as- 
pect of Pentagon spending is the 
increasing proportion of defense 
contracts being won by companies 
outside the aviation and munitions 
industries, The old-line airframe 
and aircraft engine companies are 
facing competition from such rela- 
tive newcomers as AC Sparkplug, 
RCA, et al. Within the aviation 
industry a comparable revolution 
has taken place, Witness the air- 
frame manufacturer, North Ameri- 
can, whose Rocketdyne division 
supplies the rocket engines for the 
Atlas intercontinental _ ballistics 
missile. And the revolution by no 
means has run its course. 


A Recent Decision of Fifth Cir- 
cuit Court (Southeastern United 
States, and the Panama Canal 
Zone) has tightened the require- 
ments for substantiating travel 
and entertainment expense deduc- 
tions. A company had given its 
president an expense allowance of 
$500 for which he did not have to 
account. The Treasury Department 
demanded an accounting before it 
would allow the deduction. The 
Court agreed, holding that it 
needed proof of some expenses be- 
fore it would estimate any amount 
for deduction, 


A New Boston sales and market- 
ing firm, Sales Research Corp. of 
America, offers its services on a 
proof-of-the-pudding basis. Its 
compensation comes from a_ pre- 


determined percentage of increased 
profits resulting from the consult- 
ant’s services. No resulting profits, 
no compensation, 


Arizona Public Service Co. has 
devised a simple typographical de- 
vice to make its annual statement 
of income immediately understand- 
able to lay investors. The left-hand 
edge of the page is bordered in 
yellow ink. This is carried com- 
pletely across the page where the 
most important figures appear: 
net income per common. share. 
Thus the investor does not have 
to scan the agate type to find the 
figures that interest him most; his 
eye is naturally led to the crucial 
lines, 


Commenting About the auto 
companies’ prompt response to 
Walter Reuther’s demand that car 
prices be cut $100, Frank Rising, 
the labor’ relations consultant, 
writes, “Hundred of times, indus- 
trial relations men have sadly 
agreed that management is too 
often ‘on the defensive.’ Now we 
seem to have moved into prelimi- 
nary stages of a great contest, but 
with the union on the defensive 
and the management people well 
balanced.” 


A Labor Statistician has calcu- 
lated what “fringe benefits’ cost 
American companies in 1956: An 
estimated $6 billion was spent last 
year on employee welfare and pen- 
sion plans. This, plus $5 billion fon 
social security, brought industry’s 
welfare and retirement costs to 6 
percent of the total cost for labor. 


Gathering at Jackson Hole, Wyo., 
in the shadows of the already 
snow-capped Grand Tetons, an in- 
terstate conference of employment 
security directors heard Assistant 
Secretary of Labor Rocco C. Sici- 
liano document “the increasing 
hunger for skilled, technical, and 
professional manpower; the grow- 
ing numbers of youth, women and 
older workers in the labor force.” 
His forecast for the decade 1955- 
1965: “A 10-million increase in 
the labor force required; half of 
the available increase in supply to 


be women, 5 million of it repre- 
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sented by workers over 45; 4.5 
million of it represented by young 


people from 14 to 24 years old.” Si ae od 


And the most startling statistic of 


all: “There will be no increase in [-) aa Pto ry) r— yet — r 

this decade in workers in the prime s 

working ages between 25 and 35.” . 
—h viel a ak — holo 

S. Bruce Black, board chairman LU 

of Liberty Mutual Insurance Co., 

warns that great improvements in H A S M O R F ! 

medical cost control, preventive 

medicine, and industrial health 

education programs must be forth- 

coming if the mounting costs of 

administering the new insurance 

for major medical expenses are to 

be held within bounds. To docu 

ment the need for such action, M1 

Black reports that since 1946 hos 

pital costs are up 132 percent (as 

compared with a rise in the con 

sumer price index of only 37.6 per 

cent); the average hospital bill 

has increased from $88.85 to 

$181.13; per diem hospital care 


costs have more than _ doubled, 
from $10.04 in 1946 to $24.15 now. 
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? liv j j ‘ readily with office ¢ 
Item: Burroughs Corp. spent al- 
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search and development in the 
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The Research Institute of America Accuracy Key 


suggests that the best way to get Easy-to-Read Large Answer Numerals 
a small business loan is to apply through aperturs iped educe glar 
at the nearest Small Business Ad pher eft INSWwers ar ate 

ministration office. For a direct Direct-Action Keys ; 

loan (fairly hard to get), $250,000 heeen cade ie Gale 

is the maximum. If you can find 
a bank to come in for a minimum 
of 10 percent, your chances are 
better. You can get local approval 
for this kind of participating loan 
up to $100,000. Loans up to 
$15,000 with 25 percent bank par 

ticipation can be approved im 
mediately in the field 
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‘ : : Comptometer Corporation 
To Get ‘Greater integrated ‘NTN P wag gn oo 
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101 BIG PRIZES 


FOR SECRETARIES - PLUS 101 PRIZES FOR BOSSES 


FIRST PRIZE for secretaries— —— 
2-week, all-expense vacation for two : 
Hollywood, Miami Beach, or New Yor 


HOLLYWOOD ~— You'll stay at the 
swank Beverly Hilton for two 
whole weeks be spoiled by 
sparkling pool, superb service Full 
VIP treatment awaits you at movie 
studios. You'll see “hits of 
tomorrow” filmed lunch in 
commissary with stars You'll meet 
Ozzie and Harriet of the Kodak 
IV show. Visit Disne ylanad, Malibu 


Beach, Romanoff's, Coconut Grove 





wherever your pleasure calls 


MIAMI BEACH Your home ape 
from home for two whole por wees 
be the fabulous Fontainebleau 
You'll soak up the sun Swim in surf 
r pool. Laze ‘neat! the palms or in 








private cabana Enjoy supe rb¢ ms , 
tops in entertainment Sight -se 7 ry 
car to Seminole Indian Village, 
by boat around Biscayne Bay 


Anywhere you please! 


NEW YORK — Your address during 
two-week stay will be one of the 
proudest in the world The 
Waldorf Astoria. But you ll be 
everywhere: Touring Radio ¢ ity) 
dining at “21"'; seeing “My Fair 
Lady”’; visiting the UN; gazing 
down from the Empire State ie 
ing; being introduce d on the Koda 
sponsored Ed Sullivan Show. 


THE 100 RUNNERS-UP GET 








re... 


Choice of a 


Each winner's boss 
gets a Brownie 
Starflex Outht 


Kodak Pony 
Brownie 300 OR Color Slide 


Movie Outfit Outfit 


And just how could 
a Kodak Verifax Copier 
help us, Miss Joneg ? 












Join the cheering section—get your secretary to enter 
Kodak's easy “Tell the boss” contest. If she wins one of 
the 101 prizes, you win, too—a handsome Brownie Star- 
flex Outfit. All she has to do is answer the question 
above. Nothing to buy. Nothing to try—unless you insist. 


SIDE from the fact that out dictation and typing 
the prizes are plentiful 


do away with those repeti 
and well worth shooting for, _ tive 


as quote the cu tomer’’ 
you and your 


How? Just use the 
‘“Verifax pencil trick.”” When 
a letter asks questions, jot the 
answers in the margin and 
mail a Verifax COpy a your 
reply When a report refers to 
everal departments, jot 
ng again 
All of this is possible—a graph 
of office have dis 


ecretary will 
find this contest educational 
Even revelational! 

For what bos wouldn't like 
to learn how he can : kip hours 
of paper work? And what sec 
retary wouldn’t be hapy 1e1 
with far less typing? 


memos 


‘Tom: see this (para- 
"; “Dick: check this’’; 
“Harry: note this.” A 


covered—when you have a_ ute later your 
Kodak Verifax Copier, which have Verifax ¢ 


thousand: min 


ecretary will 
pies on their 











gives you 5 copies of any- 
thing in 1 minute for just 
2! 4¢ each, 


This completely different 
opier, for example, lets you 


answer half your mail with 


way 
101 Short cuts 
You’ll ive ten 


minutes 


here, ten minutes there all 
day long And your 
will do even better with this 


ecretary 


NOTHING TO BUY...SIMPLE RULES 


1. You must be employed as a 


secretary, stenographer, or typ 
ist in the United States, or in its 
territories or possessions. ‘‘Girl 
Fridays” in ‘“‘one-man” offices 


are eligible 
2. Just answer the boss in y 
own words, 20 word 


our 
or less 
Verifax Copying need not be 
mentioned 


3 Send in as many entries as you 
wish. Write plainly or print each 
entry on an official entry blank, 
such as the attached coupon or 
blanks obtained at Kodak Veri 
fax dealers Check “yellow 
pages” under “photocopying 
equipment’ or similar “‘photo”’ 
heading for address of nearest 
dealer All entries must be 
postmarked no later than De 


cember 1, 1957 and received no 


later than December 10, 1957. 
+. Entries will be 
originality, humor, and aptness 
of thought by the Reuben H 
Donnelley ¢ rp. Duplicate 
prizes in case of ties. Judges’ 
decision final Entries, contents, 
and ideas therein 


judged on 


become the 
property of Eastman Kodak 
Company for any and all pur- 
poses. No entries returned. All 
entries must be the original 
work of contestants and must be 
submitted in their own names 
Employees of Eastman Kodak 
Company, its direct 


dealers, 
and its advert 


ising agencies 
are ineligible 

5. This contest is subject to all 
federal, state and local regula 
tions. Contest winners will be 
notified by mail. A « omplete list 
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secretary say? 


completely different copier 
that retyping, proof- 
reading and mistakes. 


ends 


She’ll never have to type 
of 
quotation forms, magazine 
articles what 
“All day”’ 


be done in 


copies incoming reports, 


have you? 
retyping jobs can 
And 


when you order three carbons 


20 minutes 
but find you need five—no 


harm done! 


Completely different 


Does more. A Kodak Veri 
fax Copier makes 
1 minute on standard weight 
pape r, card stock, office forms 
Al somake 
whiteprint and offset machines 
Snap to operate, 


» copies in 


**masters”’ forusein 


in 1 minute 
no change in room lighting 


Costs less. Youcan get one 


of these Verifax Copies the 
Signet model—for $148. Actu 
ally less than the cost of an 
of winners will be mailed ap 
proximately eight weeks after 
close of contest to any person 
who requests it and sends a 
stamped, self-addressed enve 


lope to Eastman Kodak Com 
pany, Box114,Mt.Vernon,N_-Y 
6. 100 runner-up prizes. Each 
runner-up winner can choose 
either of these prize 

1) Kodak Pony Color Slide 
Outfit, which includes the capa 
ble Kodak Pony Camera to 
make your slides and the 
efficient Kodak 300 Projector 
with Readymatic Changer t 
show them 

2) Brownie 300 Movie Out 
fit, which includes the Brownie 
Movie Camera with f $ le 
and the Brownie 300 Me 
Projector with built-in preview 
screen 
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There are several reasons why the new Olivetti Tetractys is the most 


advanced of all desk calculators: It combines calculations without inter 


mediate figure re-entry. It processes business livure work at high speeds 
formerly associated only with non-printing calculators, and completes 
all caleulations by printing results on tape. [thas an automatic constant 
and a memory. It has two re visters for automati accumulation. It has 
a single, simple LO0-key keyboard. Olivetti Corporation of America 
HO bifth Avenue, New York 56, New York 
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By Dr. Robert N. McMurry 


Senior partner, McMurry, Hamstra & Co., ¢ 


t 


ago, |! 


The Election Was O 
The Union Was In 


You won't believe that a 
situation like this could exist 
in a modern office—but it 
did. Problem 


supervisors 


can be a mighty expensive 


luxury to have around 


T had been a tough fight, but from 

now on, Local 75, International 
Office and Clerical Workers of 
America, would represent all 503 of 
the clerical employees of the Man- 
hattan office of the Apex Machine 
and Manufacturing Company. The 
election had been a close one: 261 
for the union to 239 for the com 
pany, with three disputed ballots 
Joe Ratcliffe, the union organizer 
sighed with relief. At last they had 
made it, after four tries. Each time 
the company’s margin of victory 
had grown smaller; this time the 
union had won. 

And whom should he thank for 
the union’s victory? Certainly all 
of his co-workers in the local; all 
of those who tirelessly organized 
meetings, distributed literature 
visited their fellow workers in their 
and did their best to 
vince doubtful 
merits of union organization. With 
out them, victory would, of course 


homes, con- 
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prospects of the 


have beer manifestly imp Ihple 
But 


ment 


who swung a whole depart 


away from allegiance to the 


; 


and over to a rim e! 


Who made 


unionism who 


company 
thusiasm for the union 
51 convert le went 
out of 
fellow 


not a 


their way to convert their 


workers to unionisn It wa 
member of his organizing 
It was, in fact, the 
most bitter and implacable foe 

It was Mi 


20-year-old 


team unlor 


Gertrude Schultz, the 
upervisor of account 


receivable, a veteran of 27 yea! 


service and rated a his best de 
partment head by her be M 
Atwood, the controller 

“Thank God for Ratcliffe 
Without her, he probably 
lost And thi 
was the last time, t {yan in the 
Inter 


enough 


Gerty 
thought 
would have ayall 
ational hi i ir trie 


had 


reluctant m Al orize a 


hpeen ery 


fifth at 


are 


tempt , miled 
Gertie nad ] ly il ired j 
for the ur 


calp a well 


had sa‘ 
n had no p 
with losers, another | here could 
t Ratcliffe hi job. He 
have 


pencil 


have co 
miled. At least he would not 


to po bacr to pushing i 


omewhere in an accounting office 


Gertrude chultz was the eldest 
of sever iste! Her 


16, and she had 


father had 
died wher 
had t 


her mothe 


rt 


help supp 
Her mother 








i fluttery, ineffectual woman 
had had 16 babies, all but 
of whom had died in infancy 

death of her 


breakdown 


husband, she 
nervous Hence 
ary for Gertrude to 


the family. She 


recess 
the man of 
ot only the 


principal wage 


he became the dominant 
She ruled the home with an 
instructions to 


hand, giving 


ier mother and sisters and meting 
it discipline with impartiality 
he had little social 
life. What men friends she had 
drifted Her sisters all 


ied except the who wa 


time for 
few 
away mat 
youngest 
ocially, although 


never very active 


and who stayed 


n at home with Gertrude and het 


extremely 


pretty 


Gertrude did derive a preat 
faction 


mother 

of vicarious satl from 
t and later be 
horde 


Gertrude 


el romance 
Aunt 


nephew 


ime (,ertrude’’ to a 


and niece 
ijor interest, however, was the 


rch. Very 


morning on the way to 


religious, she attended 

every 
rk and wa ery active in her 
church group 
had not finished high 


had to go to work 


ility and other 


(jertrude 
ool when she 


first job was in @ grocery store 


re she worked from & a.m. until 


9 p.m. or late! ix days a week 


After four yea! he became a 
clerk in a dre manufacturing e 


ablishment,. While there she bepvatr 


1] 

















a 


« 


< 


4 


She was known around the office as Mr. Atwood’'s Hatchet Man 


to attend night school, studying 
bookkeeping. In 1930, she came 
with Apex as a clerk in the account- 
ing department, It was there that 
she first came under the influence 
of Mr, Atwood, who then held the 
position she now holds: head of 
the accounts receivable section of 
the general accounting department 


How Mr. Atwood Got 
The Controller Job 


Mr. Atwood, 58, has 
worked anywhere else than for 
Apex. He started there on gradu 
ation from high school, He, too 
took his bookkeeping training at 
night school, His father had been 
a day laborer, but he was orphaned 
at 14. He was boarded around with 
relatives until he was old enough 
to be self-supporting. He then went 


nevel 


to live in a rented room. At 20 he 
married and now lives with his 
wife and two children in a 3! 
room apartment in’ Flushing 

He has been with the company 
10 years, the last 10 of which have 
been in the position of controller 
He is a cold, silent, withdrawn man 
whose fetish is accuracy and adhet 
ence to established rules. He is also 
an almost Prussian stickler for dis 
cipline, “The day begins at 8:00,” 
he was fond of saying, “‘but it takes 
two minutes to get from the time 
clock to the workplace, Therefore 


anyone not punched in by 7:58 is 
late and is docked 15 minutes’ pay 


accordingly.”’ No one could obtain 
a new pencil without turning in 


12 


a stub. Slightly used carbon paper 
in the wastebasket was almost 
grounds for discharge. 

He and Gertrude were congenial 
from the start. She was always co- 
operative, even perhaps a little 
obsequious, in her dealings with 
him. He was invariably Mr. Atwood 
to her, She was, likewise, a demon 
for work (hours meant nothing to 
her), and she was always meticu 
lously, absolutely accurate, Fur- 
thermore, she never deviated eve 
0 slightly from established prac 
tices and policies without first 
asking his approval, She was also 
always in agreement with his per- 
onnel policies, so much so_ that 
even before he made her a depart 
ment head, he had begun to let 
her handle some of his disciplinary 
She did this with such zeal 
and dispatch that soon she was 
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doing it regularly. In no time at all 
She was known (and _ feared) 
throughout the company as “Old 
Baldy’s (Mr. Atwood had by this 
time lost most of his hair) Hatchet 
Man,’ 

Seven years ago, after 20 years 
of faithful service, she was put in 
charge of her present department, 
supervising a group of four men 
and 51 women. Her 
had been an amiable incompetent 


predecessot 


who was retiring after 40 years in 
the company. She felt that his ad- 
ministration had been regrettably 
lax, and immediately took steps to 
restore discipline, After consulta- 
tion with Mr. Atwood, she ruled 
that company telephones could ne 


longer be used for personal calls, 
either outgoing or incoming. Morn- 
ing and afternoon rest periods were 
held to precisely 10 minutes. 

No girl was permitted to leave 
the department without Gertrude’s 
permission, and no two could leave 
together—-they might waste time 
in the washroom, Anyone who was 
absent more than one day without 
permission was docked, If an em- 
ployee quit or was fired, he was 
paid only up to the time he left the 
building (if it were 10 a.m. he re- 
ceived only two hours’ pay for his 
last day). 

Payment of supper money was 
discontinued, As Gertrude pointed 
out, “They were paid time and one 
half for evening work. They could 
afford to pay for their own sup 
pers!’’ She also checked the waste- 
baskets regularly for partially 
used carbon paper and pernicil stubs. 
Woe betide the unfortunate who 
had not used both to the very end 


The Five ‘‘Crown Princesses” 


As the years passed, a state of 
uneasy equilibrium developed in 
her department. The more aggres- 
sively “discontented” had all left 
or had been separated. Of the re- 
mainder, five—-her ‘kitchen cabi- 
net’’-were her favorites. She ate 
with them each noon, played crib- 
bage with them after lunch, and 
let them do all of her 
chores (run errands, and so forth) 
on company time. They were het 
pets. They kept her informed of 
everything that went on in the 
department. 

In return, they 
special privileges: 
extra time off without 
docked; they could select their own 
vacation time (Gertrude normally 


pel sonal 


were afforded 
They could take 
being 


“assigned” vacations) ; they had the 
newest, best equipment; and were 
all at the top of the rate ranges for 
their particular jobs. They were 
known, jocularly, as “The Five 
Crown Princesses,” 

The majority of the people in her 
department were, on the surface at 
indifferent. Each had _ his 
own private responsibilities and 
troubles, Most of them had been 


least, 


there many years. They were a 
customed to a life of quiet desper 
ation. Their seniority was impor 
tant to them, and the company had 
a liberal retirement program to 
look forward to. It was true that 
Gertrude’s department was known 
throughout the company as the 
“slave house,”’ but if one kept his 
mouth shut and his feelings to him 
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self, working conditions were not 
completely unbearable. Their motto 
was “It ain’t good, but we'll sweat 
it out somehow.” 

A minority in department 
were Gertrude’s She 
hated them, not because they didn’t 
try to do their work, but for some 
emotional reason which even she 
herself did not understand. She 
gloried in embarrassing them and 
publicly shaming them. At the 
slightest pretext or without any 
pretext at all, she would loudly 
announce, ‘“‘Wanda, here, is a little 
stupid. I shouldn’t have expected 
her to do her work right. Her old 
man is only a push-cart peddle 
How can I expect to get anything 
done right around here with dumb 
half-wits like her.’ Gertrude was 
also subject to swings in mood 
Some days she would be in good 
affable. On other 
almost 


the 
scapegoats. 


spirits, almost 
days she would 
pletely unapproachable 


be com- 


She Feuded with 
The Janitor 


Her relations with other depart 
ment heads were equally 
She was always charging that they 
willfully tried to make extra work 
for her, that they were stupid and 
ineflicient, and that they pampered 
their help, thus setting her people 
a bad example. She also had a feud 
of long standing with the sanitary 
(the She wa 
to two 
bottles of beer at noon each day in 


stormy 


engineers janitors ) 


accustomed take one or 
the company lunchroom. To reduce 
the cost, she bought the beer by the 
ase and got a refund on the empty 
bottles. But the janitors insisted on 
disposing of the empties before she 
could collect on them (in all proba 
bility they sold them privately 
themselves). When she would 
that her barren of 
ties, she would become apoplectic 
All hell would break loose 

When Joe Ratcliffe, the 
organizer, first appeared the 
scene, she was contemptuous, “No- 
body in this company would join a 
dirty, stinking union; nobody at 
least but a nitwit,” she announced 
loudly. After the first election 
when it became known that 176 
“loyal employees” including, in all 
probability, some from her own de 
partment, had voted for the union 
her attitude changed. The union and 
all in favor of it were “dirty com 
munist rats.’’ She tried in 
way to learn how each employee in 
her department had voted. Her five 
“Crown Princesses” were organized 
into a Gestapo to spy on all union 


note 


case was emp 


union 
on 


every 
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‘Work-Centered’’ Supervisors 
Mr. At 


Varia 


Gertie and her sponsor 
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length of time in 
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“work-centered” supervisors (the 
Gerties and the Mr. Atwoods) actu- 
ally have less-productive depart- 
ments than do the more “employee- 
centered” department heads. 

Not only are those who provide 
this latter type of supervision more 
productive, their employees’ morale 
is much better. Absenteeism and 
tardiness are lower, there are fewer 
complaints and grievances, the 
quality of production is better, 
there is less waste of supplies and 
abuse of equipment, and turnover 
is appreciably lower. Such employ 
ees also tend to be more co-opera- 
tive and easier to handle. They 
like their jobs. Consequently, it is 
not surprising that they are in all 
respects better employees, 

This raises the questions: How 
did Gertie and Mr. Atwood get to 
Why are they so 
ineffective (if not actually sources 
of trouble)? What can be done 
about them? 


be supervisors? 


The Problem Supervisor 


Both of them are of a type very 
commonly found in business: The 
employee who has an_ obsessive 
need to meet his superior’s ex- 
pectations and through this to win 
his (or her) approbation and sup- 
port (this is probably why they 
were so congenial). These are the 


faithful, loyal, self-effacing and 
hyperconscientious ‘good soldiers.”’ 
They are the ‘“‘hewers of wood and 
the drawers of water” in the enter- 
prise. They have little imagination; 
they are rarely creative, except in 
matters of detail; and are com- 
plete conformists (the slightest de- 
viation from established practices 
is acutely disturbing to them). On 
the other hand, they are often of 
above-average intelligence and are 
technically very well-qualified. 
Their personal standards of  per- 
formance tend uniformly to be 
high. 

Such persons are very frequently 
promoted into supervision because 
of their positive qualities and also 
as a reward for long service (such 
persons tend to be very stable em- 
ployees). Their manifest lack of 
true self-reliance and of leadership 
qualifications considered 
disqualifying because few compa- 
nies are (or certainly were not) 
aware of their importance, and 
practically none has any way of 
determining their existence or ab- 
sence (fortunately, this condition 
no longer exists**). 

The key to Gertie’s and Mr, At- 
ineffectiveness as  super- 


are not 


wood's 


**See McMurry, Robert N., “Tested 
Techniques for Personnel Selection.” 
The Dartnell Corporation, Chicago 
Ill., 1956 


visors is to be found in the fact 
that behind their facades of self- 
assurance, raucousness, and bluster, 
they are both exceptionally inse- 
cure, dependent persons. Every 
young child is, of necessity, de- 
pendent: It is little, inexperienced, 
and physically inadequate in a com- 
plex and threatening world. But, 
fortunately, it has its parents and 
others to protect and care for it. 
This is why childhood is frequently 
so carefree and happy. One of the 
unfortunate penalties of growing 
up is the need for the assumption 
of responsibility. With this respon- 
sibility comes the need for self- 
reliance. After 16, no longer is it 
socially acceptable to cling to par- 
ents and other authority-figures for 
support. This is why adolescence 
is frequently such a_ period of 
internal strife: The young person 
seeks to be both dependent and 
self-reliant at the same time (this 
accounts for the frequently violent 
fluctuations in mood of the child 
of 12 to 16). 


Limitations Must Be 
Concealed 

Most children make the transi- 
tion from dependent infant to self- 
reliant adult successfully. But 
somewhere between one-third and 


(Continued on page 40) 





Growth Opportunities for the Smaller Business 


S it true that small businesses 
| companies with fewer than 500 
employees are gradually being 
forced into bankruptcy by their 
larger competitors? 

Some small businessmen believe 
that is exactly what is happening. 
He points to the wave of mergers, 
the ability of the big company to 
raise money to finance research 
projects and to hire highly skilled 
manapers 

Other disagree. They contend 
that the difficulties of the small 
businessman are the result of in- 
yrown management rather than tax 
discrimination or economic condi 
tions. If the small business, they 
insist, pried itself loose from its 
inhibitions and prejudices, and took 
a creative approach to its problems, 
it could successfully compete with- 
out Federal help or handouts. 

It was to consider some aspects 
of this controversy, with the idea of 
helping smaller businessmen, that 
President Eisenhower invited 
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leaders from business and other in- 
terested persons to meet with him 
and Secretary Weeks in Washing- 
ton September 23 to 25 for a con- 
ference under the chairmanship of 
President Eric A. Walker of Penn- 
sylvania State University. 

Some 900 accepted the invitation 
It was the view of those addressing 
the conference, including the Presi- 
dent, that so long as a company 
creates useful new products and 
finds ways to distribute them more 
efficiently, it will be able to offer 
better values to buyers or reduced 
costs to converters, When it can do 
that, such a company, whether it be 
large or small, has little to worry 
about. Its business should continue, 
with progressive management, at a 
high level. 

Speakers from the field of busi 
ness and research pointed out many 
avenues of information available 
to small businessmen which would 
enable them to take a more creative 
approach to their problems. The 


trouble was, so the speakers con- 
tended, that most small business- 
men think of research as something 
for the billion-dollar company, but 
far too rich for their blood. 

In the several “workshops” at 
which groups of conferees with 
similar interests sat down together 
and considered how these available 
research facilities might be utilized, 
those attending came away with a 
new concept of creative manage- 
ment through research. 

Among the problems discussed 
at the distribution workshops were 
how a business could use its own 
records to better advantage, when 
to call in a consultant, how to take 
the mystery out of market surveys, 
how to tap hidden “mines” of facts 
outside of the business, and how to 
develop personalized services—the 
small businessman’s best weapon. 

The high spot of the conference 
was a reception at which conferees 
met and talked with Government 
officials and members of Congress. 
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and lower production coste-- 


Executive Bonuses Are Not Enough 


gigpend is overtaking demand in work” good enough? Does it 
a number of industries. Top far enough? Is this the theory 
management is taking a _ hard “Profits are made in the front of 
second-look at its compensation fice, so we s§ ofits with the 
program, top brass’? ( li go far 
Pay plans that worked well dur enough? What probably needed 
ing the soft-sell may not do the is an all-out profit-shi zy pre 
job during the hard-sell next yea gram that will blanket 
Competition for the buyer's dollars organization 
calls for a higher degree of team “But , ay I know all 
work at all levels. It calls for bet- about profit sharing and I think it 
ter employee-employer relations. It is fine for companies making 
calls for a more competitive unit much money they don’t know what 
cost. In short, it calls for a whole to do with it: but our business i 
new approach to management different. We don’t have much in 
policy. the way of profits to pass around 
Since the root of any cost-reduc Or you may take another angle 
tion program is the company’s You may figure profit sharing is a 
compensation philosophy, that noble idea, but it is for the long 
would seem to be the place to established business and not suited 
check first. Is the philosophy of “‘a to a growing business that is plow 
fair day’s pay for a fair day’s ing back any profits it makes ints 





Results of Profit Sharing at Dexter 


Machine down-time reduced more than 3 percent (a great saving in a paper mill 


Salvage and re-use of valves, piping, and other supplies and materials previously 
scrapped. Lights turned off, water taps shut off broke ‘ » pulp and damaged 
paper) kept clean and properly separated 


Much less vanishing of small tools, and longer too 


Cartons from incoming materials, formerly throws 
saving about $1,000 a year 


All paper machines now running 23 percent faster 
Dipping machines operating 39 percent faster 


Finishing department trimming (waste) reduced from 3 
changes which, before profit sharing could not be done 


Saving of 10,000 to 12,000 pounds of steam an hour 
lf now notifies boiler room of coming shutdown in tim 
steam is blown off 


Co-operation in Monday morning motor start-ups keeps peak load dowr 


Employee suggestions and inventions have overcome many operating problems, par 
ticularly in the area of waste reduction. One emplcyee- designed gadget reduced 
from seven to two the number of men needed to change over a paper mac 
wire. Another employee came through with an idea for co 


rolls, and thereby eliminated a shutdown every three or 


Some obsolete woolen drier felts, slightly off size 
because the company could not use them. When the pre 


on, someone found o way to use these felts—saving $7 


Three new employees were being considered to keep 
date. When the men in the plant heard about t! thre 


cided to keep the areas clean themselves——a $10,006 


Employees need very little supervising, and almost n« 

every man his own-—and sometimes his co-workers super 

cause he couldn't hold up his end. The chiding he got from other 
much for him 


Dexter now has a long waiting list of desirable young people ntir work there 
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i new plant and new equipment 
Perhaps we should pause before 
oiling off on any tangents about 
rofit sharing or taking the posi 
that, because we are passing 
ear-end bonuses to executives 
sharing profits in a way to 
results, Let take a look 
New England enterprise 
ve kept records on the re 
f profit sharing, and = see 
What happened when they stopped 
figuring profit sharing is all right 
others but not for them 
case history we will 
(. H. Dexter & Son: 
[re maker of specialty papers 
The Dexter mill is a family enter 
prise started many year ayo in 
Windsor Locks, Conn., a town of 
6,000 inhabitant: some 250) of 
Whom work for Dexter Until 
World War II, the plant had only 
the usual employment problems 
There was no union involved 
Phen as Mr: Jean Sterling 
Dexter's treasurer, told us, this is 
What happened: “With the advent 
f the war, we found that we were 
losing our employees to war in 
dustries in nearby Hartford. We 
were paying wages equal to o1 
higher than those of other paper 
nills, but we couldn't compete with 
ost-plus aircraft plants. All we 
id hire were the broken backs 
the hernia and heart cases the 
tander and the old mer 
ady for retirement (or sick of it) 
but wanting to help the war effort 
After the wat nothing hap 
pened to improve our situation To 
make matters worse, a large al 
craft plant came to town with its 
need for 5,000 workers its high 
Wap fringe benefit retirement 
plan, and other inducements, Our 
ives were frozen, with no sign 
fa thaw 
Employee morale was low, We 
ght as well have closed up out 
employment office. On the slightest 
provocation, an employee might 
us in a fine fix. Costs were 
including a 400 percent ma 
terial increase we could not pass 
the custome! We knew 


cut cost Hut we didnt 
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‘Our executive bonus plan (for 
key personnel, including foremen) 
didn’t help a bit. This plan was es 
tablished in 1940, in the belief that 
executives and foremen were the 
key to high 
output, and, therefore, largess 
profits. We paid this bonus every 
years 


production, greater 


quarter, In these postwat 
each payment became more embar 
Morale dropped every 
time the bonus checks were due 
Men asked the foremen, ‘Well, how 
much did we make for you this 
quarter?’ We even sent the checks 
to the homes so they wouldn't be 
een, but that helped very little in 
a town like ours 

Some of the Dexter manayement 
team, among them Mrs. Sterling, 
realized that if they were ever go 
costs, cut down 


Passing 


ing to decrease 
waste, and attract better workers 
they would have to take the man 
on-the-machine into the act. He 
wasn't going to break his neck 
just to put profits into the pockets 
of key men and stockholders 
“After all,” the treasurer said, “we 
needed the workers as much as 
they needed us maybe more.” 
Mrs. Sterling and Di 
Knight, mill manager, heard about 
profit sharing at a National As 
sociation of Cost Accountants 
meeting. They thought it offered 
the solution to many of Dexter's 
Dexter is not a_ selfish 
Dexter D 


Geot ve I) 


problems 


company President 


16 


Coffin and the officers and stock 
holders agreed that if this was the 
right thing to do they wanted to 
do it. But what if there were no 
profits to share, as sometimes hap 
pens in nearly every business? And 
What should the workers’ share be? 

It took the Dexter group two 
years to study and work out all 
the details of what looked like a 
workable plan for them. They 
joined the Council of Profit Shai 
talked with 
whenever 


ing Industries, and 
other 
they could find time. The plan they 
adopted and launched in 1952 is a 


council member: 


combined  cash-and-deferred — ar 
rangement that provides incentives 
both to greater productivity and 
to lifelong employment 

With this plan in 
management brought out its 
simplification ideas, its new meth 
plans for new equipment, 
waste-reduction program. 
inching up the 
pape! 


effect, the 
work 


ods, its 
and its 
They started by 
speed on a new grade of 
they knew could be produced faste1 
and which was a competitive item. 
Actually, the buyer suggested this. 
He wanted delivery 

Here is the amazing result: The 
gang on the adjacent machine 
watched the quickened pace of 
No. 3 machine, then insisted that 
theirs be given the same treatment 
The company’s first little move 
started a race that ended with all 
paper machines running an aver- 


age of 23 percent faster—-by re- 
quest of the men on the machines. 
The pace is hurting no one. Every- 
body is happy—-and making good 
money. 

At the end of the second year 
of profit sharing, the employees’ 
average cash share was equal to 
50 cents an hour in extra pay 
four extra weeks’ wages every 
quarter--and the contribution to 
the deferred trust averaged $1,000 
an employee. In 1956, Dexter dis- 
tributed $400,117 in cash and the 
maximum permissible amount (15 
percent of payroll) to the deferred 
trust fund. 

As for the stockholders, sales in- 
percent without any 
plant expansion or new equipment 

then went to twice the 1951 fig- 
ure when new machines’ were 
added. Cost of sales in 1956 was 
the lowest in the firm’s history 

Since profit sharing was started 
there hasn't been a time clock in 
the mill. Only one person left the 
company in 1956. Employee morale 
is high, especially around the time 


creased 60 


the quarterly cash bonus is due. 

What actually happened in the 
Dexter plant was the birth and 
rapid development of a new work 
er attitude—the pride of belong 
ing, of being ‘on the team.” The 
men were willing to work, not 
merely hard, but intelligently and 
co-operatively, because they got 
their share of the profits these ex 
tra efforts produced, Before profit 
sharing, introducing anything new 
was very difficult. Now anything 
that promises to boost the profit is 
given a real college try by every 
body concerned. 

Even more important than the 
tangibles, Dexter's officers believe 
are the intangible results of profit 
sharing. This, anyone can 
the minute he walks into the Dex 
ter plant. Throughout the plant 
the people are alert, alive, in- 
terested, enthusiastic. The em 
ployees feel that they are on the 
same level with the president — in 
fact, they have told him so 

The other case history bearing 
on this problem is that of Old 


sense 


Colony Envelope Company, a sub 
sidiary of Strathmore Paper Com 
pany, in West Springfield, Mass 
Here, profit sharing was not con- 
sidered until every other manage 
ment tool or program for increas- 
ing profit had been used or ruled 
out, 

Envelope manufacture is a high- 
ly competitive business. The mar- 
gin of profit is extremely narrow 
At Old Colony, all operations have 


) 


(Continued on page 4 
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By Cameron McPherson 


GIMMICKS 
THAT 

ET THE 
LETTER 
READ 


ITH 4-cent postage on the 
horizon, it is small wonder 


that businessmen are looking about Anothe! 


for ways they can do the job with line 
third-class, instead of first-class 
mailings. 

One possible answer is for 
mailers to come up with an idea o1 
two to get the letter past the young 
lady who opens the mail and 
blithely tosses most of the third 
class letters unopened into the 
wastebasket. And don’t think it 
isn't being done, not only in the 
office, but in the home 

Although the too-clever gimmicks 
defeat their purpose, a closely re 
lated gimmick that tickles the re 
cipient’s curiosity can often ge 


' 


your letter through to the reade 


under favorable conditions fron 
Some time ago we had a mailing drop 


that was giving us a bad time. It 
was really sticky. We pulled the 
letter out of the fire by typing up 
some gummed labels with the 
names and addresses of the pro 
pects, and tipping them onto the 
letterheads in such a way that the 
doubled as fill-ins 

The gimmick was that if the 
prospect would initial the label and 


return it to us, we would use it té 
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— eaeree — ident 


Se Apes al pet Rete 


1 (he 


Analysis forms like this serve to arrest attention and keep 


your letter out of the wastepaper basket 


‘ 


iluable wall chart thi hearing-aid manufactures 
is 4 premium ( nm retail account A short bit 


idea along tne ( ring wa tapled to the letter 


clip the embossed metal 1% which wa imprinted a 


an Addre 
whet Stretch this string from any 

isefulne 

der, There 


individual 


two places in your store and 
realize that this is all the space 


you need to open a hearing 
oO Intri i 
if } 


aid department without extra 


overhead of any kind 


pened 900 1 CCOUT het 


tiewl 


ol thie 


recipient 


nce Compal 
ie) iwmove) tnat 
if} ise otf 
pulling your « ck | . ce and com 
le thought jld . } m told it 
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Fireman's Fund's new building, with maximum daylight advantages, blends into residential character of Laurel Heights 


Good Light for Paper Work 








Middle-management offices are carpeted, wall to wall, in 


gray-green tweed to blend into the gray-blue_ walls 


The employees’ lounge is Danish modern, and shares with 


the cafeteria a panoramic view of San Francisco 


1s 


That was what the Fireman's Fund Insurance 
Company wanted when it planned its new 


building and that is what it got 


N designing the new home for the Fireman Fund 
l Insurance Companies, Architect Edward B. Page 
had to solve a problem faced by nearly every company 
that builds a modern office structure how to get the 


maximum light for a large number of work stations 
with a minimum amount of glare Where office people 
must work with figures all day long, lighting becomes 
ery important, Yet, how many of the offices being 
built today give this matter of adequate lighting the 
consideration it deserves? Architects spend thousands 
of dollars on beautiful entrances, swimming pools on 
the roof, grand stairways, and what have you-~all too 
often at the expense of the things that really matter, 


uch as the eyestrain due to poor lighting in the office 


Best-Lighted Building in San Francisco 


Io meet the challenge of designing the best-lighted 
building in San Francisco, the architect, working with 
the Institute of Engineering Research at the University 
of California, developed a new lighting fixture. Con 


Suspended ovel al 


entional fluorescent tubes are 
egg crate” ceiling which screens from view the ait 
upply diffusers, air-return grilles, sound-system 
peaketr ind similar eyesores. To eliminate glare 
curved translucent plastic shields were hung under 
the fluorescent tubes, thus diffusing the light and 
providing even, over-all illuminatio 

By using louvered metal ceilings, rather than the 
plastic luminous ceilings used in so many new build 
ings, the architect not only got more efficient lighting 


but also lightweight, incombustible, sound-absorbing 
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fixtures, The forced air circulates through the | 
freely and quietly 
To reduce the noise which mars so 
offices, wall-to-wall carpeting is used 
offices and other areas where the noise 
important. The entire executive wing, for exan 
carpeted in two-tone teak brown, using grayish 
green, lacquer red, and gold touches for accer 
natural chamois-colored walls and walnut furni 
Moss-green telephones are installed in all the 
office areas, They add a touch of gaiety to the 
The conference room is more contemporary 
the executive offices. Maurice Sands, who consulted o1 


the decorating of the offices, used hand-blocked line: 


Tree! 


draperies for this room in tones of gold, blue 
and lacquer red. The walnut furniture was upholstered 
in gold leather, The inspiration for the color scheme i 
Old Broderick, the famous pioneer fire engine in the 
company’s swanky reception room 

Although the furniture and accessories in the exe 
tive offices are walnut, the general office furniture 
steel, Over 40 carloads of General Fireproofing 
furniture were used to equip the offices, inclu 
large number of special-sized desks to insu! 
greatest possible use of floor space 

The building, as finally completed, represer 
last word in comfort, efficiency, and safety 
paper work flows smoothly and evenly from 
partment to another 


The investment and other smaller departments are set 


off from larger areas by short, movable partitions 


= 





Some Facts About the Building 


The Lot: 10.2 acres providing space for off-street park 
ing of 250 cars. Company cars are housed in utility 
building 


The Building: Covers |.74 acres with 195,000 square 
feet of space. Three-level portion is 300 by 144 feet 
Most employees are no more than 40 feet from window 


Cost: The land cost $600,000. The building itself cos! 
$4.5 million. $600,000 was invested in new furniture 
The landscaping cost another $300,000 


Construction: Reinforced concrete and steel. Canti 
levered construction provides window walls. Glass and 
aluminum exterior. Only exterior upkeep is washing 


windows. No paint; no woodwork 


Expansion: Company need of additional space due to 
growth may be met by adding complete floor above 
present floors or adding wings. Provision in plans for 


both 


Air Conditioning: Self-contained air-conditioning plant 
operates 24 hours a day. Maintains relatively constant 
temperature the year around. Cleans and filters air, 
saving cleaning and decreasing absenteeism 


F 
ypace-saving furniture permits maximum use of floor space 


the accounting department. Note “picture windows 





Attractive two-tone steel desks are arranged in efficient Coral walls, randon eiling panels, and yellow-and 


rows in central typing department Note ceiling lighting black cafeteria cheerful and inviting 
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Compensating Office Managers, 1956 


Base Salary Total aempenaation 


Range Median Range 
$7, 700 $7, 000-$1 


7,500 6,500- 
8,300  7,800- 


Median 


$8,000 


4 


eee 888 #88 


All Office Managers. : 
Supervising fewer than 50 employees® 
Supervising 50 or more employees. . 


' 
ons 


of 


- 


S88 888 888 888 


S88 


— 
on 


Office Managers With no Other Title or 
Major Responsibility 
Supervising fewer than 50 employees” 
Supervising 50 or more employees 


Office Managers With First-Level 

Corporate Financial Responsibilities 
Supervising fewer than 50 employees 
Supervising 50 or more employees. 


Office Managers With Second-Level 

Corporate Financial Responsibilities 
Supervising fewer than 50 employees” 
Supervising 50 or more employees 


Office Managers Holding Other 
Corporate Positions..... 
Supervising fewer than 80 employees* 
Supervising 50 or more employees 


6,200- 
5,500- 
7,300- 


' 
© © 
mas 


g82 888 $26 


DAD 
— 


7,600- 
7,300- 
8,500- 


S88 888 888 888 
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PO 
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Catenion” 
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S88 888 #88 882 888) 


7,200- 
7,100- 
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enn 
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Onn 
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EXHIBIT I 


*Refers to office service employees, not total employees. 


The Office Manager's Pay Check 


By C. M. Weld 


HAT, specifically, is an office ties in both financial and nonfinan- the sum of individual percentages 
manayer upposed to do for cial 


given here add to more than 100 The titles office executives carry, 


percent because according to the 197 queried, are 


shown in Exhibit IV. Once 


a number of office 


managers have extra responsibili- again, 
exceeds 100 because of duplication 


of titles 


areas. ) 
his pay check? And how much i There are differences, of course 
he paid to do it? To find out as oflices change size. For present 
Dartnell’s editors put these and purposes we are assuming that an 
other questions to managers of 197 office is large if the administrative 
companies, including those with staff (the employees who are unde! 
employees numbering less than 100 the direction of the office manager 
and whose only purpose is to serve 


Other Responsibilities 


Though he may not carry ad 
ditional] titles suggestive of furthe: 
duties, there are sometimes certain 
“fringe” responsibilities in the life 
90 or more persons. It is to be ex- of an office manager that are not 
a versatile. several-sided person It pected that managers of offices that listed in the textbooks. Yet. they 
turns out that 41 times out of 100, size would be more apt to find the show up often enough to be con- 
much of his time and attention are demands of running the office o 
financial re cupying all their time, and such is 


all the way up to many thousands 
The answers prove, in the aggre the rest of the 
vate, that today’s office manager is 


office) consists of 


sidered part of the office manager's 
assignment, One of these is employ- 





tied up with major 
sponsibilities; running the office is 
a side line, although an important 
one, Forty the office 
canvassed have other im 


percent of 
managers 
portant outside duties that cannot 
be classified as financial, and only 
35 percent of them are allowed to 
devote full time to keeping office 
production humming. (The figure: 


20) 


55 percent of the in 
office 
situation has no 


the case. In 
stances reported to us, the 
manager ina large 
other title, whereas in small offices 
the percentage drops off to 30. As 
the office decreases in size, the 
manayer is better able to assimilate 
some of the other important duties 
connected with the business 


ment, or some phase of it. 

When office managers told us 
they had no othe 
them if they held responsibility for 
the employment function. More 
than three-quarters of them (76 
percent) said “yes.”’ Responsibility 
usually extends to the office force 
te the 


titles, we asked 


only, leaving the plant side 


AMERICAN 








Range 





Managers’ Compensation, 1950 to 1956 


Base Salary 


$4 ,500-$7,200 
5,600- 8,300 
6,600- 9,000 


EXHIBIT II 


Total Compensation 


Median Range Median 
$5,600 
7,000 
7,700 


$4,600-$7,800 
6,000- 9,300 
7,000- 10,000 


$6,000 
7.600 
8,000 








personnel department. In practice, 
the office employment responsibility 
is usually shared in some measure 
by the personnel executive and the 
office manager. 

Over half of those same office 
managers bear the responsibility 
for working up and administering 
the office payroll. A third of them 
have specific accounting depart- 
ment functions to worry about. Be- 
yond these, a wide variety of a 
tivities have been reported. Those 
mentioned several times 
counts payable and receivable, bill 
ing, fleet supervision, budgets, fi- 
nancial statements and reports 
employee and corporate insurance 
community and 
corporate taxes 
statistical 


are ac- 


cost accounting, 
public relations 
salary administration, 
analysis, and inventory control 


Going Rate for Office Managers 


Though the of fice manager's 
base salary has increased 10 per- 
cent during the years 1954 to 1956 
the rate of improvement is no bette! 
than that of other executives of his 
level, leaving him, as before, ‘prob 
ably the most underpaid of cor 
porate executives.” Earlier Dartnell 
shown the typical 
office manager to be about on a 
compensation par with the auditor 
and credit manager, but well be 
hind the purchasing agent. His 
total pay runs about 21 percent of 
the chief executive's pay. 

Exhibit II shows what has hap 
pened to office managers’ pay in 
the years since 1950. Here, and in 
other tabulations to come, the term 
to describe the 


surveys have 


“range” is used 
range of the majority of compen- 
sation figures or percentages, elimi 
nating from consideration all but 
the middle 51 percent 
Office manager's’ 
those of every other executive, are 
severely affected by the conditions 
surrounding the job. Length of 
service, for example, has its effect 
so do size of office and the extra 


salaries, like 
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responsibilities imposed on the 
otlice manage! 
Taking length of 


is possible to draw certain conclu 


service first, it 
sions from our study, these among 
them: The majority of office man 
agers have held the position from 
five to 11 years. The average is 9.2 
years. The office executive who has 
job for five 


worth $500 more than the first-year 


been on the years 1s 
man or woman. In the first year, the 
salary is $6,500; with five years of 
service it rises to $7,000, With 10 
years behind him the office man 


f earns a salary of $7,800; and 
at 15 years he makes $8,500, Ex 
hibit LIT shows this in tabular form 

What 
manaper 1s 


Responsibilities 


happens when the office 


riven more responsi 
bility may come 
in two ways: through an enlarged 
office staff or by assumption of more 
outside duties. In either case, the 
effect is the same: Compensatior 
oes up 

How much more the office man 
aver gets can be seen from Ex 
hibit I. The median annual salary 
of an office manager with no other 
titles or major responsibilities i: 
$7,500. When he is given a second 
level financial job to handle, in 
addition to managing the office, his 
salary goes up by $300. Such a job 
might be assistant treasurer, assist 
chief 
or auditor, If hi 


duties are outside the 


ant controllet accountant 
credit manage! 
additional 
financial 


field such as personnel 


director, secretary, administrative 


assistant, purchasing agent, tratl 
manager, or the like his salary is 
similarly affected, raised by $300 

When our manager ha 


CContinucd o purge / 


ollice 





Length of Service 
Range 


$6 ,000-$7,800 
6,500- 8,300 
7,200- 9,400 
7,800- 10,200 


Less than 5 years 

5 years to 9 years 
10 years to 15 years 
More than 15 years 








None (office manager only 
Treasurer or controller 
Assistant treasurer or 
assistant controller 
Assistant secretary 
Personnel manager 
Chief accountant 
Credit manager 
Secretary 
General manager 
Purchasing agent 
Traffic manager 
Auditor 
All others 








Length of Service and the Office Manager's Pay 


Base Salary 


EXHIBIT III 


Office Managers’ Titles 


Percentage of Office Managers Surveyed 
Office Service Staff of 


Less Than 


EXHIBIT 


Total Compensation 


Median Range Median 
$6,600 
7,300 
8 OOO 
8,500 


$6, 100-$8,000 
6,800- 9,300 
7,500-10,100 
7,800- 10,800 


$7,000 
7,700 
8,500 
9 000 


All Offices 
50 50 or More 


€ 
40 5 
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FORD MOTOR COMPANY 
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BASIC MANUFACTURING DIVISIONS 


Ford Organizes for Growth 


By Leslie L. Lewis 


IK so many other American 
[ industrial organizations, the 
Ford Motor Company began as a 
one-man business. Henry Ford, Si 
kept the reins tightly in his hand 
As the business various ad 
function: 


yrew 
ministrative were dele 


pated to associates, notably Jame 


Couzen but the decisions were 
made by Mr. Ford 

This type of organization pre 
vailed at Ford Motor Company for 
Then came the slow 
down in sales and profits 
evident that if the Ford enterprise 
were to continue to grow, a de 


many years 
It became 


centralized form of organization 
was needed, with competitive di 
Visions operating on their own, and 
a minimum of dictation from the 
top, That was the pattern which 
Ford's competition had followed 
and it worked, The competition be 
tween the various entities of the 
corporation had a stimulating effect 
on sales. It also developed a man 
ager group that was on its toe 
every minute. It had to be 


When the decision was made to 


ZO a decentralized type of o1 
vanization, the Ford directors en 
trusted the job to Ernest R. Breech 
who had made a name for himself 
with another automotive company 
Breech was “sold” on the idea of 
internal management 
Henry Ford Il 
president, with 


competitive 
Under the plan, 
was to continue a 
Breech as chairman of the board of 
directors and, more importantly 
chairman of the administration 
committee, This provided a two 
man team which, as the company’s 
growth in the past two years indi 
cates, proved to be a good move 
This two-man control further finds 
expression in the powerful execu 
tive committee of the board of 
directors, of which Henry Ford II 
is chairman and Ernest Breech vice 
chairman, 

Recognizing that no one man, o1 
even two men, have all the tech- 
nical know-how needed to call the 
signals in a business the size of the 
Ford Motor Company, the presi 
dent's load was lightened and his 
decisions strengthened by setting 


up three special advisory and plan- 


ning committees One committee 


adviser on engineering 


specializes in ot 


acts as 


policy; another 


vanizational planning and 
third, made up of division vice 
presidents, functions as the admir 
istration committee, It is, in a 
sense, a co-ordinating committee 
where the program and_ policies 
established at the top-managemen 
level are activated 

In addition to what 
called the “line” divisions shown 


on the chart. a central office staff 


might be 


(housed in the new building de 

scribed in the September i 
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vamped by functior 

1. Product planning and 

Public 
Industrial relatior 
Finance 


relations 


Engineering 
Tax affairs 
Marketing 


General counsel 


Each of these staff 
headed by one or, in the case of 


groups 1s 


styling and finance, by two vice 
presidents who report to the presi 
dent. The production and marketing 
operation of the various lines of 
cars and trucks (1) Ford 
(2) Mercury, (3) Lincoln, and (4) 
under a group vice 


namely 
Edselare 
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president. Each division is, in tur 
headed by a vice-president and 


general manager responsible for the 


division’s success. These are the 
Car and Truck Divisions shown on 
the chart 

The Tractor and Implement Di 
vision and the International Di 
vision—each with a group vice 
president and general manage 
well as the groups comprising 
basic Manufacturing Division 
port to the president through an 
executive vice-president of manu 
facturing divisions. He has three 
Staff offices under his supervision 
namely: (1) manufacturing staff 
(2) central-office purchasing, and 
(3) production programing and 
control 

The field organization —-consist 
ing of sales, service, public rela 
tions, manufacturing, and othe 
representative operations- report 
directly to the division under whicl 
It operates For example in the 
case of the newly created Edsel 
Division, the dealer organizatior 
reports to J. C. Doyle, general sale 
and marketing manager for the 
division, Doyle, in turn, reports te 
the Edsel vice-president and ger 
eral manager, R. E. Krafve 

The control of expense in thi 
division, as in the other division 
is centered in a divisional control 
ler’s office with three department 
(1) cost analysis, (2) budget and 
general accounting, and (3) fina 
cial analysis. Reporting directly t 
the division vice-president, in ad 
dition to the general marketing 
manager, is the manager of the 
merchandising department. He i 
concerned with new-product§ de 
elopment (but not styling). The 
managers of the organization and 
systems department and the public 
relations department, as well as the 
chief engineer, are under his supe 
vision (see chart) 

The Edsel Division also has it 
own purchasing department and it 
own industrial relations depart 
ment, with three subdivision (1 
salaried personnel, (2) training and 
employee services, and (3) admit 
istrative services, So you see, eac} 
of Ford’s car and truck divisior 
is, for all practical purpose 
separate business which operate 
under its own steam, leaning on top 
management or staff department 
only in matters of over-all policy 


Dangers of One-Man Leadership 


The effectiveness of the new Ford 
organizational scheme suggests the 
danyer inherent in many businesse 


which have leaned too much on one 
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enables even small and medium- 
size businesses to make their account- 
ing automatic. Whatever is typed on a 
Flexowriter—an invoice, for example—is 
also reproduced on by-product punched 
tape. Tape can then be processed by 
other common language Tape-Talk ma- 
chines at nearest IDP center. Flexowriter 
tape can also be used to actuate address 
plate embossing machines, tabulating 
card punches, computers, and the same 
or other Flexowriters. 





Iriden tape-talk can systemize 
the work pattern in any ollice 





Whatever your office work pattern involves — 
time cards, invoices, sales orders, inventory con- 
trol, repetitive accounting steps—— these Friden 
Integrated Data Processing machines can handle 
the job far more efficiently, a less costly way! 

The means is punched tape... carrying data 
translated into a common code language from 
one automatic Friden machine to another... to 
another and another. 

By tape these new machines streamline office 
procedures, They originate, interpret, and pro- 


cess on tape both numerals and words. Chance of 


Fridew Maotural Way 
ug Machine 


has 10-key patented keyboard, Visible 
Check window for accuracy. Models 
available with or without automatic 
step-over of multiplicand. Specialized 
adaptations of the Friden Adding Ma 
chine actuate or are actuated by IDP 
machines 


human errors in recopying is eliminated. 

With one or more Friden Tape-Talk machines 
your office can realize immediate benefits from 
an automated system. bor every pressing paper- 
work problem, Friden has a Tape-lalk answer. 
Kach machine quickly pays for itself. 

Here is a new kind of automatic office world 
you can't aflord not to learn more about. Call 
your nearby Friden agency or write FRIDEN 
CALCULATING Macuine Co., INc., San Leandro, 
California... sales, instruction, service through- 
out U.S. and the world, 


Pydon aitomatie, 
Coleutator 


is the essential programmer in many 
IDP systems. Operating alone or in 
combination with other automatic ma 
chines, this famed Calculator performs 
more steps in figure-work without opera 
tor decisions than any other calculating 
machine ever developed 


© Friden Calculating Machine Co., Inc. 
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Pidow Coufouitiyper” + pide Odd-Paweh’ 


is the 10-key adding and listing machine 
with tape punch mechanism. A key IDt 
unit, the Add-Punch “writes” punched 
tape while printing on adding machine 
tape. The punched tape can be inter 
preted by other similarly equipped ma 
chines. Typical Add-Punch functions 
include recording of retail sales, sales 


is an IDP machine combining auto- 
matic writing and automatic calculating 
Equipped with automatic tape punch 
and reader, it interprets and records 
both alphabetical and numerical data. 
Produces tape enabling other machines 
to transfer data to punched cards or 
accounting records; or data may be 
sent by wire to other offices. The Friden 
Computyper is widely used to system- 
ize billing, inventory, cost analysis, sales 
distribution, statistics, other typing- 
computing operations. 


audit, production and inventory control 


and coding statistical data 





From the Friden fully automatic Caleulator, famed Thinking Machine 
of American Business to the unique Natural Way Adding Machine 
to IDP systems units that streamline proce dures with automatic lape Talk 


chapter by chapter the Fripen Street STORY presents challenging new 


opportunities for cost-savings in every office! 


~® |riden™t 
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Ford Organizes 
For Growth 


Continued from page 


usually find there is a man on the 
committee with the spark and drive 
to vet the job done 

Perhaps one reason why com 
mittee manayement usually leave 
omethinyg to be desired is the diffi 
culty of delegating authority to a 
vroup of men, Yet we know that 
responsibility hould be coupled 
With the authority to carry out a 
vrowth program or, for that mat- 
ler, any manayvyement decision 
Committee decisions all too often 
are compromises. No one man on 
the committee feels responsible for 
making the idea or the program 
work, If it fail the committee 
takes the blame. If it succeeds, the 
committee pets the credit. There ji 
not much glory in it for the 
daddy of the idea, unless he 
happens to be the committee chair 


rian 


The Responsible ‘One Man" 


In the Ford blueprint, every ex 
ecutive and department manager 


is responsible to one man. The line 


of control is sharp and clear, There 
is very litthe room for misunder 
tandings as to Who does what. That 
common failing is avoided by chart 
ing the line of authority as it is 
hown here, geared into an accom 
panying manual of executive duties 
Under the Ford scheme of organiza 
tion, a department manager or 
vroup vice-president) can hardly 
avoid responsibility for getting re 
ults; nor can he blame his lack of 
results on a subordinate. The a: 
sistant or subordinate acts and 
speaks through his chief. There can 
be no by-passing the line of authori 
ty, an important point in the suc 
cessful performance of any organi 
vation. Anything that can be done 
to discourage and prevent in-fight 
ing is all to the good 

While it is true that there are 
not many Ford Motor Companies 
and the problems of organization 
for a multimillion-dollar operation 
is quite different from organizing 


an average-sized business, there are 


bash pring iple:s to be found in the 


Kord scheme that apply to any 
business or enterprise. The most 
important factor in business growth 


is the management team and the 
men comprising it. How well the 


team functions is largely a matter 
of how well it is organized 


Booby Traps in Exporting 


By Martin Lowe 


Foreign Field Sales Supervisor, Bostitch, Inc 


age time ago, in Lima, I met 
a representative from a New 
York export outfit that is handling 


a line of food product 
with hardware goods. This com- 


together 


pany has a local agent who, sup 
posedly, is covering the territory 
literally selling 
everything from soup to nut In 


of Peru and i 


our conversation, the fact came out 
that the local agent had been ap 
pointed by correspondence, on the 
strength of his references, and it 
was really the first time this New 
York export firm executive had 
visited him! Granted, the local 
agent may have salesmen specializ 
ing in certain diversified lines, but 
the question remains whether or 
not the company or the principal 
is getting effective representation 
oversea 

An incredible amount of “shoe 
string” export firms have sprung 
up recently to act as Commission 
agents; combination export man 
avers (handling the export depart 
ment individually for various manu 
facturers on a contract basis); or 
“general representatives” for com 
panies which all too often rely upon 
references, instead of making a 
careful examination of the record 

Managements, in too many in- 
stances, are not fully aware of the 
potential demand for their product: 
because they are too busy with 
domestic sales problems. They pre 
fer to take the easy way out, and 
turn over their export operations 
to an independent company which 
oftentimes, has far too many con 
flicting lines to sell 

When choosing the prope 


port outlet depending upon the 
importance of your company and 
its line of product it should be 
borne in mind that the organization 
in question with which you want 
to entrust your line should not 
have other conflicting lines. Its 
sales records should be thoroughly 
investigated, as well as its manage 
ment and credit rating. “What can 
you do for us?” should be the ques 
tion used to eliminate “line hungry 
export firms and separate them 
from efficient and experienced for 
eign sales companies that have the 
proper distribution facilities 

Then, after the right export setuy 
has been selected, the real work 
begins. Just as your advertising 
department may work closely with 
an advertising agency to formulate 
and /or create plans and ideas t 
promote a certain product 0 
should your sales department work 
hand in hand with your independ 
ent export organization 

A thorough personal contact 
should at all times be maintained 
with the export account executive 
handling your line. This important 
relationship should be supervised 
by the domestic general sales mar 
ager, or vice-president in charge of 
sales, The account executive should 
be trained thoroughly mechanically 
and saleswise, if possible, so that 
he, in turn, can pass on what he 
has learned to his representatives 
overseas 

Experience has shown the ad 
vantages of treating the South 
American market, or any foreign 
market for that matter, as a regu- 
lar and permanent sales outlet 
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GF metal business furniture is a GOOD investment 





...1e€Ss to operate 


than any first-grade rigid front file 


THE CONVENTIONAL WAY 

At least 4° of the 26/4" clear inside depth 
must be left unoccupied to allow working 
space, re ducing filing capacity to 2214," pace-saving me thod of handling 


In Super-Filer you get, not just a »- drawer Super-Filers contain as 


filing cabinet, but a better, faster much payload as three 4-drawer 


rigid front files yet stand only 


business record 1%” higher. That's why we say 


Ronen aff ie eunbashes swing-front Super Filer can pay for itself in 
drawer and V-angle spread, Super space saving alone 
Filer gives you more payload per Sounds incredible, doesn't it? 

dollar invested than any first-grade Make us prove it! Our representa 
rigid front file cuts operating tive will be happy to show you why 
time in half Super-Filer is first choice of Ameri 


Sut that’s just part of the story can business. Telephone your 
Super-Filer saves valuable floor nearest GF dealer or branch offics 
space, too. Each drawer contain or write for descriptive folder. The 
General Fireproofing Company 


18 per cent more usable filing space 
Ohio 


THE SUPER-FILER WAY than conventional files. And two Dept A 71, Youngstown 1 


Entire 265," inside depth is usable 
because automatic swing-front drawer 


provides necessary working space 


MODE-MAKER, GENERALAIRE, 1600 LINE DESKS * GOODFORM ALUMINUM CHAIRS GE NERAL 
SUPER-FILER MECHANIZED FILING EQUIPMENT * SHELVING * PARTITIONS FIREPROOFI ie 


Foremost in Metal Business Furniture 


GF metal business furniture is a GOOD investment 
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How many of the procedures now in use in your offices 


have been made obsolete by recent developments 


in cost-cutting business equipment and systems? 


Changing Systems Saved 
Sundstrand 


1 
x 


.™~ ; 


Nonchanging data needed to prepare 


Sundstrand's order-billing forms is 


typed on Ditto master sheet 


By Phil Hirsch 


Hho old 


being done in a business can 


ayiny that anything 
usually be done better’ 
in the case of the Sundstrand Ma 
chine Tool Company, of Rockford 


proved true 


Il. kor many years this company 
had used a method of writing up 
orders that seemed to work quite 
well, But it had one weakne: The 
low-output equipment being used 
supplied an insuflicient number of 
copies for all departments and in 
dividual: 


concerned eS pet ially on 


export) orders, The extra typing 
involved not only slowed down the 
processing, but required the sery 
ices of typists badly 
other important work 

All this extra typing was saved 


and the whole order-processing op 


needed = for 


eration 
a system that requires writing up 


speeded up, by changing to 
each = ordet just once, using a 
variable master copy on a direct 
process duplicating machine, The 
resulting cut in paper-work costs is 
estimated at $30,000 a year 
enough to pay the salary of two 
top-flight salesmen 

The order department now makes 
the required number of copies of 


WR 


$30,000 Annually 


three basic documents on each ship- ing machines, we've cut the amount 
(copies are of order-billing typing by more 
than 50 percent. Today, the ope 
ation requires approximately 12 
girls. We'd need at least 13 more to 
turn out the same volume of ordet 


ment: (1) the orde 
used to schedule production and 
hipping operations, also for com 
pany and customer records); (2) a 
(when multiple ship- 
ments, strung out over weeks or 


back-orde! 

back-order, and invoice sets unde! 

the old system.” 
Gilmore J. Landstrom 


months, are requested on a given 
order); and (3) an invoice. Much the Sund 
strand vice-president and treasure! 
“Not only is the amount of 
typing reduced to less than half of 
What it wa 


errors are 


of the data on all three documents 
(customer name and address, and adds: 
product description, for example) 
is identical, and so are the column formerly, but copying 


and heading layouts of each form eliminated in the all 


Variable data required on some forms in the order-processing set is typed on 


an overlay, which is laid on the printing side of the master sheet 


Thus, by duplicating ma 
chines for its order-billing oper- 
ation, Sundstrand is able to transfet 
this repetitive data from one form cally 
to another automatically machine master 
of having to type the three forms be no discrepancies between the 
orders as entered and the completed 
This, of 
customer satisfaction; also it elimi- 


using important Invoicing operation 
Since the original information is 
duplicated on the invoice automati 
directly from the duplicating 
instead sheet—-there car 
separately, 

Einar G. Johnson, chief account bills 
ant of the firm’s aviation division 
commenting on the Sundstrand 
“Using four duplicat 


course Increases 


nates clerical and supervisory worl 


system said required to correct mistakes 
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The four duplicating machines 
prepare order, shipping, and invoice 
documents for Sundstrand’s four 
plants in Rockford plus two others 

one in Belvidere, Ill, and the 
other in Ann Arbor, Mich. One ma- 
chine handles orders for the avia 
tion division, whose major product 
is constant-speed drives for ai! 
craft, the bulk of which are sold t 
the Air Force. Orders for the hy 
draulie division--which is devoted 
largely to the manufacture of oil 
burner pumps, stack valves, fluid 
motors, and transmissions—-are run 
on another duplicator. The third 
unit handles orders for the machine 
tool and magnetic divisions. The 
former makes broaching machines 
lathes, milling machines, and re 
lated equipment; the latter makes 
a wide variety of magnetic holding 
devices used by the metalworking 
industry. The fourth duplicator 
processes orders for sanders and 
other wood- and metal-finishing 
machines manufactured by the 
pneumatics division 

These are the basic mechanics 
involved in processing an order for 


any division 


Processing the Order 


Original data is sent to the billing 


department by the sales or service 


departments (the Government con 
tracts department, in the case of 
the aviation division). A_ typist 
transfers the customer’s name and 
address, product description data 
unit price, and shipping informa 
tion (shipping date and routing 
desired) from the raw data sheet 
to the Ditto master. In most depart 
ments, this is the first and last 
time she will have to handle these 
order facts 

From the master, a varying num 
ber of duplicates, depending on the 
product involved, are run off. In 
the aviation division, for example 
a total of 13 copies of the original 
order master usually are prepared 
This includes four record copies on 
white paper; two go to the Govert 
ment contracts department, one 
goes to the traffic department, and 
the other stays in the billing de 
partment. The remaining nine cop 
ies are split up between production 
hilling, traffic hipping, engineer 
ing, and the customer 

After an order has been sent te 
the customer, a copy of the ship 
ping ticket is returned to the billing 
department, giving the date of ship 
ment, name of freight carrier, and 
quantity shipped. A typist prepare 
the invoice simply by putting thi 


lata, together with price extensior 
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NEW POPULATION 
ESTIMATES 











line master, am le’ propel 
r of shipping fi is are rul 
ff. Later, after the consignment 
has left the freight dock second 
erlay containing 
ind prices is prepared 
\ es are run off. Thi 
lay helps prepare the 
the next consignmer 
strands Government orde! 
as many a 200 
some ent a 
after the original co 
signed. Under the forme 
before preparing the ship 
Invoice document for each 
ivynment it would have been 
necessary to completely retype the 
entire order form, Now, all the bill 
ing department ha do is add a 
omparatively few item f vari 
ible information in overlay 
place the overlay on the back o 
the master, and then run off the 
ary cople Ihe 


the master heet 1 


Handling Export Orders 


undstrand’s processing ystem 
provides additional benefits on 
other kinds of orders, Explains Mi 
Landstrom We need only feed 
extra invoice sheet through the 
duplicator to provide the 30 export 
required on certain order 
f additional 
in the 
This flexibility alse ilfect the 
hipping he add 
t of our current order 
j e twice a mat 
vere able to obtal 
thod, under whicl 
practical limit 
ial machine 
any extra 
iIneeriny or ele 
as desired 
operating the four duphi 
mié to approximately 
ar. The machine 
f approxim 
(two hour 
OO) day 
Kimately 





Foreign-born workers and refugees frequently start working at Kerrigan Iron Works 


before they can speak English 


He Built a Business With 
“Not Wanted” Workers 


By Ross L. Holman 


UPPOSKE you should visit the 
S Kerrigan Iron Works at Nash 
Ville along about) whistle-blowing 
time. You would find entering the 
plant for the day's work one of the 
most unusual labor forces this side 
of free enterprise. You would see 
old men, young men, foreigners who 
don't vet know our language, handi 
capped person Latvians, Kast 
Germans, and Ilungarian refugee 
In short, you 


as well as American: 


would discover a personnel that 
knows no distinction as to age, race 
nationality, religion, sex, or pre 
vious condition of servitude 

It a labor 
Philip 
cratch and built his 


a present $10-million-a-year ope 


policy upon which 


Kerrigan started = from 
enterprise | 
ation and a 500-employee payroll 
He started thi 
in 1929 in an old 
orivinally known as “The Bucket of 
Blood He $1,700 
worth of borrowed capital and two 


yrowing industry 
aloon building 


beyan with 


employee 
Beginning as a designer and pro 


ducer of hand-wrought grillwork 


a0 


Mr. Kerrigan's busine eventually 
evolved into an ironworks industry 
of widespread dimensions. Al 
though starting at the beginning of 
the Depression, Philip paid back 
Within six months the $1,700 with 
Which he launched this enterprise 
By 1939, his business had grown 
through 10 years of Depression to 
a $900,000-a-year volume and a 
payroll of 40. More than 30 of the 
1939 employees are still with him 
and every one of them holds a 
supervisory position. “It is my 
policy,” he told me, “to hire com 
petent men and women who have 
been turned down or retired by 
other industries because of age 
They give me a loyalty I can’t find 
anywhere else 
“These oldeyt 
preater pride in their work. There 


employee take 


is less absenteeism among them, If 
one of my men has previously been 
retired by an age-conscious em 
ployer from the same kind of work 
he finds with us, I feel that he has 
already acquired the experience he 
needs. We don't have to spend so 
much time training him 

Mr. Kerrigan doesn't ascribe his 
business growth to any particular 


Classes are conducted to teach them our language 


labor policy o1 operational practice 
He says it is 
applying Christian 
business management, and his en 


merely the result of 


principles t 


ployee relations are an expressiot 
of that policy. He is very religiou 
Catholic. His religiou 
convictions are given 
not only in dealing with hi 
workers, but in all public relations 


a devout 
expression 


Take, for example, the 57-yea: 
old applicant who came to Kerri 
gan Iron Works in 1954. He had 
had several years’ valuable experi 
ence as an engineer, both in a 
paper mill and an electrical mani 
facturing plant. He was a gradu 
ate of a famous university. Since 
retirement from his last positior 
he had been pounding the pave 
ment, taking one menial job afte 
another, trying to earn enough t 
eat. After sweeping floors, rustling 
crates, and doing other unskilled 
work, he heard of Kerrigan’s no 
discrimination policy and put it 
his application. He is now’ 60 
giving splendid service and ad 
vancing steadily at a higher salary 
than he ever earned before 

Last January, another engineet 


Who had formerly held a_ good 
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penitent HOW. 


Swank }— cut monthly ledger postings from 17,000 to 150 


with an ADP system 
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For Swank, with doubled manufacturing facilitic has additional function Kvery morning by 10:00 


and growing purchase activities, system improve o'clock, these tapes are processed through a tape 


ment had become urgent. Automated Data P1 o-card punch and an IBM Electric Accounting 


sing brought speedy, accurate preparation « Mach » preps a voucher register, Later the 


voucher checks with simplified procedurs ount 
equipment. Key-punching and verification 
: . > > j no View ne le : : wil 
eliminated as are all individual line posting The Moore man, usin facilities, helped with 
cientific design j 
Bs . ufacture of the 
from 17,000 to 150. ; ” 

Speediflo Vi tat he 


sub ledgers. Monthly ledger postings are dow) 


Voucher checks are prepared in advance on a F lex¢ 
writer, typing on a 35-part Moore Speediflo fo 
The information comes from master tape 
vendors’ invoices. The Speediflo is a pasted 


*vlOmaren 
Cate 


nd remains together as a unit until payment « 
One een 
and is processed through a check writer : 


tape, which is a by-product of the voucher 


ial 


Tone 


ort 


Y= MOORE BUSINESS FORMS 


Ine 


NIAGARA FALLS, N.Y ! : kX * EMERYVILLI CALI 


Since 1882 the world 


offices and factor 
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position with a paper mill filed 
his application with Kerrigan's 
personnel manayer, N. G. Beehan. 
He was not only an immigrant 
(from Sweden), but 70 years old 
Other American employers had 
turned thumbs down on him be 
cause of his age. He was still in 
yvood health, so Beehan took him 
on, “He has 
ays Mr. Beehan, “and his former 
experience is worth a lot to us. In 
fact, he is giving 
count of himself, other manufac 
turing plants have shown a 
hankering to take him away from 
us. But he is 
where he is 

Mr Kerrigan 
benefits that are 


exceptional ability,’ 


such a good ac 


contented to stay 


vives employee 
standard with 
many industries, such as health 
insurance, vacations with pay, and 
so forth. But he goes well beyond 
these in individual concern for his 
workers. He has helped many a 
worker out of a bad debt situation 
by lending him money without in 
terest, He has occasionally helped 
an employee save his home when 
payments fell behind. He boasts 
that 75 percent of his 500 employ 
ees own their own homes. 
Among the employees enjoying 
attention are not 
only established Americans, but 
recent immigrants and refugees 
from many communist-dominated 
countries, One of these is a World 
War II Yugoslavian army officer 
Some years after the war he came 
to this country. His foreign back 
ground not only made it difficult 
for him to find the kind of engi 
neering job for which he was 
trained, but a 40th birthday made 
it still harder. Having a wife and 
two children, he worked at star 


this personal 


vation pay on many unskilled jobs 
Since Kerrigan Iron Works em 
ployed him two years ago, he ha: 
had one promotion after another 
and is enjoying the best standard 
of living he ever knew at a nice 
profit to Kerrigan, 


Refugees Are Hard Workers 


Then there is the 63-year-old 
Latvian who was trying to keep 
himself, his wife, and three chil 
dren on this side of hunger before 
he was employed four years ago 
He has not only made good as an 
engineer at Kerrigan's, but he has 
patented several inventions, some 
of which have been exploi.ed to 
vyreat advantage by various othe 
industries 

The many refugees emploved at 
this plant have shown by hard 
work their appreciation of a well 


paid job in a free country, in con- 
trast to what they suffered under 
political tyranny. Some of these 
men and women had been trained 
in the kind of work Kerrigan 
offered 

Kerrigan Iron Works now pro- 
duces a variety of iron and steel 
products that are shipped to all 
parts of the world. Among other 
things, it is the largest producer 
of open steel flooring in America. 

These and other Kerrigan prod 
ucts create a demand for many 
draftsmen, and _ othe1 
skilled workers. When the recent 
revolt in Hungary was making 
big headlines, Kerrigan sent Mr. 
Beehan to Camp Kilmer in New 
Jersey to interview refugees from 
that country. He brought back 20 
and the plant now has 25 Hungar- 
ians who have developed into some 


engineers, 


of the best engineers on the pay 
roll 

In Hungary, it frequently took 
a month’s pay to buy just an ordi- 
nary suit of clothes or a_ radio 
receiver, and two weeks’ pay to 
buy a pair of shoes, Getting these 
men and women adjusted to thei! 
new surroundings naturally cre- 
ated problems. They didn’t know 
a word of English, and not much 
about the customs of our country. 
Mr. Kerrigan, however, had two 
Hungarians already on the payroll 
who acted as interpreters. He set 
up a class in English which met 
two or three evenings a week, The 
Hungarian interpreters were the 
main teachers 

With interpreters to pass on job 
instructions, the refugees caught 
on rapidly. Within three months, 
all of them could understand and 
speak enough English to be fairly 
well conditioned to the job 

“IT was surprised to learn how 
much these Hungarians already 
knew," explained Mr. Beehan. “I 
found the technical knowledge of 
the average high-school graduate 
of their country to be equal to 
that of most graduates 
here at home.’ 

With the Hungarians, 
were other problems besides lan 


college 
there 
guage difficulties. Being set down 
in a brand-new country, in an at- 
mosphere to which they were not 
accustomed, they had some trouble 
learning their way around. Kerri 
gan's personnel men found homes 
for the families. For one destitute 
family they not only found a home, 
but bought clothes and enough 
furniture to set up housekeeping 
The money advanced was repaid 
in small monthly deductions 
Naturally, the refugees were not 


familiar with the Nashville trans- 
portation system. So each day 
until they learned their way 
around, Kerrigan station wagons 
picked them up at their homes and 
brought them to work. Returning, 
a Kerrigan volunteer accompanied 
each one to his home until he 
learned to travel by bus alone 
In addition to older workers, Mr 
Kerrigan has extended his Golden 
Rule policy to handicapped men 
and women whose disabilities do 
not interfere with the quality of 
work required on the job. One 
such employee had been badly 
crippled by polio, He started as a 
blueprint boy, and soon became 
one of the best draftsmen on the 
payroll, After working for some 
time in this capacity, trouble 
struck again, and he had to stop 
working to fight a tuberculosis 
ailment. He has now been off the 
job 18 months, but the ailment has 
been arrested. Kerrigan loaned 
him enough money, without inter- 
est, to tide him over the worst 
of his trouble. The boss mails him 
a present at Christmas with a let- 
ter telling him the job will be 
awaiting him on his return. 





“Operation Paper Work” 


With six new factories coming 
into production early in 1958, 
Johns-Manville Corporation has be- 
gun a company-wide program to 
consolidate all paper work as a 
step toward improving its earnings. 
Red tape is to be sharply cut all 
down the line. 

The target of this attack on pape! 
work is: 

1. Lower operating costs by the 
elimination of duplicate records 

2. Simplification of work done bys 
clerical personnel 

3. Relieve technical personnel from 
individual computations and statisti 
cal work 

4. Speed communications between 
sales, merchandising, and production 

To implement the program a new 
unit, to be known as Administra- 
tion Services, has been established 
at the New York headquarters of 
the company, under the direction of 
Henry M 

previously en 


a vice-president Sates 
Mr. Bates was 
gaged in forecasting and scheduling 
and other administrative duties at 
tached to the office of chairman of 
the board. Since the beginning of 
the year he has been making 
studies concerned with narrowing 
the margin between Sales and 
profits, a problem facing firms in 
nearly every line of business. 


AMERICAN BUSINESS 





AMERICAN B 


Moadaa 


SURVEY OF THE MOonNTre 





L660 Ravenswood fren 


October 195, 


Christmas Gifts 


iustomers 


for 


What is the trend this year? 


With some industries reporting slower sales and 
the need to tighten up on all expenses that are not 
absolutely necessary, what about the practice of 
giving Christmas presents to customers? How 
many companies are cutting them out entirely 
How many are cutting down their lists? How 
many are increasing their gifts on the theory that 
as business becomes more competitive, the cus 
tomer’s good will is increasingly important? We 
put these questions to 300 Ohio subscribers, 

More than half of the companies giving presents 
to customers reported that they were making n 
change in their established practice. They plan t 
spend about as much as they spent last year. 

About four percent of the respondents intend t 
cut down their appropriation for Christmas gifts 
principally by trimming their lists. Some are putting 
it up to their salesmen to assume more of the 
expense, on the grounds that “our salesmen have 
been doing ‘pretty good’ this year.”’ One gave as the 
reason: “We believe we can get better results 
by letting the salesmen spend some of that money 
entertaining customers.”’ Others feel that the prac 
tice of giving Christmas gifts has gotten out of 


hand during the boom and needs to be checked 
One said, “We may not have a tax cushion to absorb 
the expense this year; and while we dare not cut 
the practice out altogether, we do intend to cut 
down,” . 

Only a scattering few are increasing their budget: 
for Christmas presents, and no additional companies 
reported plans to join the ranks of gift-givers, How- 
ever, we noted that a number of companies are 
cutting out gifts of a personal nature in favor of 
such as a bottle of whiskey 
costing 


less expensive gifts 
a basket of fruit, or a monogrammed tie, 
about $5, to a larger list of customers. 

Out of 175 companies replying to the question 
naire, 80 stated they did not give presents of any 
kind to customers and 95 said they did. 

In summary, ou! indicates that while 
ome companies are not as enthusiastic as they 
used to be about the idea of Christmas present: 
all who have established the 


study 


for customers, nearly 
practice of remembering their business friends at 
Christmas expect to continue giving presents, but 
of a less personal and less No sharp 


trend to curtail was in evidence, 


expensive sort 


WHY THEY GIVE PRESENTS 


Sales executives interviewed in connection with 
this survey, who indicated they would follow their 
companies’ usual practice in regard to remembering 


customers this year, were doing so because there 


were indications that 1958 might be a tough year 
saleswise, With increased sales resistance expected 
they considered anything that tended to win and 
hold the customer's good will well worthwhile 
“Just as we look upon our national advertising 
to win consumer acceptance for our products,” one 
food manufacturer said, “so we look upon ine 
pensive gifts to dealers as a way of winning deale: 
acceptance for our salesmen, You can get further 
with a customer who likes you and wants de 
business with you than with one who doesr 
The principal reason company executive 
for remembering customers at the Christmas 
was to help the salesmen. “That is why we m: 
practice of giving presents to our best 
at Christmas,” one subscriber wrote 


care 


bribery, just good business. After all, a fev 


dollars for Christmas gifts is pretty 


tomer relations."’ Many firms echoed this reasoning 
Another respondent selling lithography to large 
national advertisers put it this way: “In a big 
corporation, you are dealing with executives on 
moderate salaries which seldom cover their living 
expenses, There are many things—-simple luxuries 
these friends of ours would like to have. but the 
just don't feel they can afford them. It gives us real 
suppliers to be able to take advantage 


eason to present them with some 


pleasure as 
of the Christmas 
of those things. We 
man's wife, to avoid the criticism that we are at 


usually send the gift to the 


tempting to influence business 
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What They Will Give This Year 


Of the 95 companies that stated they would give 
presents this season, 55 plan to give different gifts 
to different customers. Forty said they would give 
the same gift to all customers regardless of the 
customer's value to the business, 

Those that intend to give different gifts will 
limit the price according to the importance they 
attach to the customer’s good will. Some say they 
are breaking their list down into groups this year, 
and buying special gifts for major customers and 
giving a standard smaller gift to the less-important 
customers, 

The average cost of gifts, other than those for 
“special” cases, that will be given this year is about 
$5.00. A few went higher than $10.00, but most of 
the replies mentioned items in the $4.50 to $10.00 
price range (see box). 

Of the gifts listed, whiskey had the most men- 
tions, citrus fruit was second, and hams third. 

One company that gave customers a magazine 
subscription did so because the monthly magazine 
reminded the customer of the donor 12 times a 
year. A customhouse broker that traditionally gave 
his good customers a personal record book (execu- 
tive diary), favored that item because it was used on 
the customer's desk and kept the broker’s name (im 
printed on the cover) before the customer through- 
out the year. 

Several respondents stated that while they had 
in the past given items useful to the customer, per- 
sonally, this year they intended to hunt for some- 
thing that could be used in the home, They want 
the lady of the house, as well as her husband, to 
enjoy the gift. One mentioned an electric knife 
sharpener for the kitchen, 

One subscriber said that this year, instead of 
sending presents to customers, the company would 
make donations to local hospitals and charities as 
a token of appreciation of the business they had 





Most Popular Gifts 


Bourbon and Scotch whiskey 
Citrus fruit 

Canned hams 

Fruitcake 

Magazine subscriptions 

Food packages 

Cheese assortment 

Maple syrup 

Coffee pot with candle warmer 
Pen and pencil sets 
Appointment books for executives 
Cigarette lighters 

Cigars and cigarettes 

Electric fryers 

Bathroom scales 

Electric popcorn popper 

Salad bowl with spoon and fork 
Trouble light for autos 

Playing cards 

Six-foot folding rules 

Miniature pen knives 











received from customers in their own community. 

Companies that give selected merchandise usually 
purchase these gifts from so-called “‘prize” catalogs 
put out by houses specializing in that type of 
service. In that way, they are able to buy at a 
discount from advertised prices and avoid the 
necessity of personal shopping. The saving that can 
be made by purchasing through a “prize’’ house 
in this way is about 10 percent. Sometimes more. 





PROS AND CONS OF GIVING CHRISTMAS PRESENTS 


For the Practice 


Respondents doing a_ local 
printers, engravers, decorators, paper houses, and 
the like, consider Christmas presents a very im- 
portant part of their customer relations program. 

“I don't like to suggest that we expect a custome! 
to favor us over our competitors just because we 
give him a box of jellies at Christmas,” said one 
paper merchant, “but we do know it helps to gain 
and hold his friendship; and friendship is a mighty 
important factor in business today. 

“If we hear of a customer who is in the hospital 
we make it a point to send him a plant with a get- 
well card attached. If his wife is ill, she gets a box 
of roses, You don't lose by being thoughtful and 
kind, nor do you need to make excuses for treating 
people as you would like to have them treat you.” 

An engraver who gets most of his business from 
publishers, and who makes it a practice to remem- 
ber everyone who did him a favor during the year, 
said this: an opportunity to 


business, such as 


“Christmas gives us 


Against the Practice 


Most of the companies not remembering cus- 
tomers at Christmas gave no reason for their policy. 
Those giving reasons usually felt it was unnecessary 
in their business, One subscriber summed up for a 
number when he said, “A good product at a com- 
petitive price is our basis for maintaining customer 
good will throughout the year. Christmas gifts for 
commercial purposes are not in keeping with the 
Christmas spirit.”’ 

Another noted on the questionnaire that he had 
stopped the practice years ago: ‘You always miss 
someone in the organization, which does more 
harm than the gifts do good. Christmas presents 
for customers and coffee breaks are two things 
we can get along without.” 

Then there were those who said they did not 
spend money for Christmas gifts because they 
spent so much for entertaining customers during 
the year that presents at Christmas were an un- 
necessary expense. 





For the Practice (continued) 


pay back these friends. It i 
year when we can show our friends 
appreciate their co-operation and friend 
out our motives being questioned.” 
Another executive of a company selling 


paper to offices gives a desk accessory of som 


the one time 


tr 


to customers. Last year the company gave 

opener designed that it did double duty as a 
device for checking the weight of a first-class lette1 
A company executive said that by putting the Pana 
ma Beaver trade-mark on the gift 

year-around business reminder and 
advertising investment for his company. 
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PRACTICES BY LINES OF 


A check of the replies received in this study s/ 
that the practice of giving Christmas presents varies 


he may not be 
the 
with the nature of the business. It is most prevale 


in companies having an established clientele, or wit! Then there 


the gor d 


businessmen who depend upon will f 

fruit from a Flo! 

anti 7 , half-bushel or bu 
P the . 


large 


others for business. 


Insurance agents, for example 
=) , . 
customers for leads and further business, t Ky package 


list and 
policies spend liberally ft 


f 
CT ‘ r lglix 
Agents writing group insurance ilesman to delive 


for 
“well sold” on it as a business investment 
of trust co 


naive 


Christmas gi and 
are 
The 
upon attorneys to company wher 
ing up a will. The find it he 
member a correspondent at the holiday season 


Sane 18 f ue mpa 11€8 hii fi 


thet 
bani x 


larqe 


some sort of gift, even if it only costs a dollar 
Then there 


price 8S are 


inds 
standardized 


f the 


are highly competitive 


where more or less i} 

cement industry. Christmas present 

people” can have an important bearing 

that contractor’s cement orders ne 
And, of the railroad 

noted for their lavish gifts to railr 


are in a position to throw busine 


COUT SE 


practice has become so well established 


road supply man wrote, “that 1 uld 
railroad offi ial. If I did 


single 


slight one 
be curtains for me,’ 


How Are Gifts Distributed? 


th 


There 


husiness 


are two different 

gifts: (1 

the card of a company exe 

through the salesman 

selling to established 

there are some that 
Mut of the re 


presents to ¢ 


me 


utly 
in the 
account 
use both 
95 
istom 
the name of the ¢ 


pel oO! ally pre ent tne 


i! mpatr 
alesmar ' 
but usually in the name of the com 
clear 


such 


alesman may 
f the gift come dire 
are St 


ind cannot ery W 


Against the Practice (continued) 
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hard-and-fast rule requiring employees to return 
all gifts from suppliers, we not only hurt our 
supplier relations, but also encourage suppliers to 
send gifts to the employee's family at his home. If 
we find any supplier overdoing gift-giving to a point 
where it might influence purchasing, we watch what 
happens, If the employee favors the supplier unduly, 
we either discharge him or change the supplier.” 

Out of 95 companies who give gifts, only 11 said 
they do not permit employees to receive gifts. Five 
said it was up to the individual, but the practice 
was discouraged as much as possible. Ten had no 
objection if the gift was inexpensive and had some 
useful value to the employee; and 53 said they had 
no objection if the practice was not abused. 

Among the companies that reported as not giving 
gifts to customers, five allowed employees to accept 
gifts from suppliers; five discouraged it, but left it 
to the judgment of the employee; and 40 did not 
permit their employees to receive gifts. 

One comment from a bank officer was typical of 
those that had an open policy: “Gifts or other 
benefits offered to an officer or employee should be 
accepted by him only if, in his judgment, he deems 
acceptance would be proper in accordance with 
ethical standards and under the circumstances con- 


ducive to promoting and cementing a friendly and 
wholesome relationship between the bank and the 
customer.” 


Utility Gifts Growing in Favor 


Because most companies are anxious to hold 
down expenses and, at the same time, other cor- 
porations are discouraging employees from accept- 
ing presents from suppliers, a number of companies 
are planning to use gifts which qualify as presents, 
but have some advertising value to the donor. 

In this classification are such items as pen and 
pencil sets with the donor’s name stamped on them; 
six-foot rules, also stamped with giver’s name; 
pocket lighters with donor's trade-mark; and record 
books, in which a customer can keep track of his 
appointments and tax deductions, together with 
data he requires in connection with his work. 

The fact that a gift in this category has a business 
use and carries an advertising legend, even though 
in small type, identifies it for what it honestly is: 
a business reminder, It would not be the sort of 
gift that should be returned; nor would it, by any 
stretch of the imagination, be regarded as unethical. 





WHEN SENDING PRE 


1. Avoid 
the business card of a ranking company official, 
rather than a company card. The person-to-person 
feeling is important because you just don't think 
of a corporation as having the Christmas spirit. 


‘commercializing’ the gift. Enclose 


2. If there is something unusual about the gift, 
such as the country of origin or the craftsmanship, a 
brief note calling attention to the fact helps to 
make the gift appreciated and distinctive. 


3. If you wish to remember executives in a firm 
that discourages Christmas giving, send something 
purchased from a charitable organization that 
makes gift merchandise. 


4. When you send something perishable, such 
as a canned ham, fruit, or a salmon, be sure to 
notify the recipient when and how it is being shipped 
so he can get in touch with the Express office. During 
the holiday season, the Express company is rushed 
and there is a danger of your gift lying too long 


in a warm office 


5. if you select neckties as Christmas presents, 
stick to solid colors. A customer's taste in patterned 
ties may be entirely different from yours. If your 
budget and time permit, it adds a more personal 


touch to have the ties monogrammed 


6. Double check your business gift list for correct 
spelling of names and complete addresses. Nothing 
irritates a person more than to have his name 
mangled, especially if it is inscribed or engraved 
on a gift 


7. Keep your gift list up to date. If customers 
drop out of the picture during the year, make a 


SENTS TO CUSTOMERS 


note to take them off the list. This will help keep the 
gift budget in line. 


8. If you order Christmas gifts from a company 
that mails them directly to your customers, type 
your company name on each sheet of the list. When 
you enclose your card, using your first name for 
certain gifts, type the full name of the recipient on 
the inside flap of the small envelope to make 
sure the right card will be enclosed with the right 
package. 


9. To be sure your gift selection will be appreci- 
ated and used, ask a few customers whom you know 
pretty well what they thought of last year's gift. 
If the response is less than enthusiastic, it's time 
to switch to something different. 


10. Some companies like to give businesswomen 
gifts different from those given to male customers. 
Consider feminine-looking portfolios, desk acces- 
sories, appointment books, or a year's membership 
in the Diner's Club (solves their problem of picking 
up the check when taking male clients to lunch). 
However, a recent survey made by ‘'Charm'’ maga 
zine indicated that most businesswomen don't mind 
receiving liquor—they hate to buy it in a liquor 
store, but like to have it on hand for the holidays. 


11. If you receive a business gift that pleases 
you, make a note of it for consideration as a present 
for your customers next year. 


12. If your budget for certain customers is large, 
you can bypass criticism for too lavish gifts by 
enrolling them in a club to receive candy-, flowers-, 
or food-of-the-month for one year 














Ten Ways to Pep Up 


A Meeting 


Looking for some ideas to use in keep 
ing the audience awake at your next 
meeting? Here are a tew picked up 
off stage’ by our reporter at the 
Dartnell-sponsored conference on 
staging meetings at Atlantic City last 


month 


1. Start With a Bang. ‘he firs: 
five minutes make the meeting 
Start promptly. Show the group 
that you value their time. An idea 
If it is a sales meeting and salesmen 
are feeling blue, open with a blue 
lighted room and change to bright 
lights when keynote is struck 


2. Stick to Schedule. i+ i « : 


speakers on staying within thei: 
time limit. One experienced meet 
ing manager insists that no speaker 
should hold forth more than 15 
minutes at a time. Put an assistant 
in back of room to signal speaker 
when he is within one minute of 
ign-off time 


3. Hold Dress Rehearsal. 


A good way to insure the success of 
your meeting is to have a dry run 
Go through the whole’ program 
Time each part of the show, cut any 
part that drags or eliminate it if 
it’s not essential. The preview will 
also disclose any technical difficul 
ties so you can correct them 


4. Develop a Theme. An ove: 
all theme keeps your meeting on the 
track. An insurance company dram 
atizes its theme with teaser card 
posters, and banners. Attendants at 
one meeting found cards lettered 
“OBIS” in their hotel mailboxe 
“OBIS” posters were put up on each 
floor of the hotel, and a lettered 
banner draped the meeting-room 
stage. By the time the meeting 
began, everyone's curiosity wa 
aroused. The chairman then re 
vealed that “OBIS” stood for “Our 
3usiness Is Selling.’’ A cereal man 
ufacturer pulled the same _ stunt 
with “OU.” At the proper moment 
the group learned that “Ol Dp 
resented “Opportunities Ur 
limited 
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Directors listen as the general manager of Typhoon Heat Pump Company, a Hupp division, explains monthly trends to 


Hupp directors. In right foreground is Don H. Gearheart, president of the Hupp Corporation 


Hupp’s “Open-Door” Board Meetings 


ky you were called upon to weld 

tovether a hard-hitting manape 
ment team for a company which 
had pvrown by mergers from 400 
to more than 4,000 employees in 
two years, how would you proceed? 

This was the problem faced by 
the Hupp Corporation of Cleveland 
which, in 1955, began a planned 
program of diversification in such 
gvrowth industries as air condition 
ing, electronics, communication sys 
tems, aviation, and automotive 
products 

The Hupp management wanted 
to provide a framework of cor 
porate security and. stability, yet 
retain the benefits that go with a 
specialized operation, So it set up, 
under the guidance of a_ policy 
making board of directors, a divi 
sional plan of operation, Each di 
Vision with its own group of 
officers, including a division presi 
dent) bears full responsibility for 
the fulfillment of divisional goals 
There are eight divisions, which 
together do a business of around 
$72 million annually. 

To knit these divisional organi 
zations together and to effectively 
implement company policy, it was 
decided to open the monthly meet 
ings of the company’s nine dire 
tors to the key executives in each 
of the divisions 


3S 


A typical session would covet 
much of the following: Managers 
from each division make a com- 
plete oral and visual presentation 
of operating records for the previ 
ous month 
manufacturing cost, plant expenses 


sales, cost of sales 


and plant operating expenses, in- 
ventories, general expenses, and net 
operating profit. 

A slide projection of charted op 
erating data is accompanied by a 
commentary on trends and a fore- 
cast of coming months. Following 
often interrupt 
ing it are questions and sugges 
tions from the group or from the 
speaker which focus the combined 
experience of more than two dozen 


this presentation 


men on a single problem. 

The sessions are considered a 
No question is 
disregarded, no area is “off-limits” 
at the round tables. Solutions to 
operating problems of one division 


time for learning 


may lie in the experience of another 
division. Machinery and equipment 


needs of one plant have been found 
in the inventory of another. 

As a result of the meetings, com- 
ponent placed 
between divisions; personnel with 
specialized technical experience 
have been located and loaned 
Equally important, valuable con 
tacts with 


orders have been 


customers, prospects, 


and suppliers are unearthed and 
joint agreements formulated 

From these meetings, divisional 
and staff men return to their day 
to-day jobs knowing just what spe- 
cific objectives to concentrate on 
within the framework of long-term 
objectives, how much time should 
be allowed for accomplishing them, 
and what each man should do to 
reach the targets. The organization 
chart is consulted frequently in the 
executive sessions, because authori- 
ty must be delegated to get things 
done; and such delegation is rec- 
ognized and encouraged, Everyone 
knows exactly where he stands and 
what is expected of him, a seem- 
ingly obvious factor often neglected 
In corporate relations 

This system of tight organization 
and planning speeds operating de 
cisions by channeling decisions 
from specialized groups and top 
management directly to the point 
of action, along with the authority 
and latitude to execute the decisions 
in the most effective manner. 

A good working understanding 
of finance, selling costs, operating 
profits, and similar management 
yardsticks is stressed with divi- 
sional personnel as a matter of 
course, Even more important, Hupp 
management believes, is the devel- 
opment of esprit de corps and the 
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A New Dartnell-Sponsored 


Borden & Busse 


Sales 
Training Film 


“OPENING THE SALE’ 


Dramatizing five techniques which sales 
men in any line of business can use with 
profit to increase their ratio of sales to calls 





Before a salesman can make a it will demonstrate tested tech 


OTHER FILMS BY sale, he must first open it niques in the use of the telephone 
to get fruitful appointments 
BORDEN & BUSSE 
The way he opens it determines 


Sponsored by Dartnell the kind of interview he will get, throughs" to the buver whe ts “les 


PRESENTING YOUR SALES CASE the resistance he will meet, the busy" to listen 
CONVINCINGLY call-backs he must make 


A powerful motion picture demonstrating 


lt will show them how to ‘‘get 


lt will show them how to ‘set the 


fechniques successfully used by the This Dartnell sponsored 30 minute stage to assure getting an ade 
Nation's top-ranking salesmen to present tk ' ' ’ \ 

° » fe . P te . . . 
@ sales proposition in a way that it will talking picture featuring the country's quate order rather than a token 
get acceptance and action. What to do leading team of sales trainers wil order 


and what not to do ' 
show your salesmen how to make the 


lt will show your salesmen, without 


OVERCOMING OBJECTIONS first 10 seconds sell the next 10 


carping or preaching, in an enter 
minutes. Produced for Dartnell by Jan ping f ‘ 


An award-winning motion picture. Demon 
strates six fundamentals in turning an Handy organization in Detroit 


objection into a reason for buying. One 


taining way that your men will long 
remember, how they can cut down 


f th t of th P se Ps i 
of the best of the Borden & Busse serie lt will help your salesmen to over their nonproductive calls, do a 
French and Spanish language versions 


available come their dislike and fear of mak better selling job, and make more 


ing cold-canvass calls and pros money for the company and for 
CLOSING THE SALE 
pecting for new accounts themselves 
A hard hitting, fast-moving presentation 
of basic principles involved in getting a 

aad <atiis iidelen. Os ear Gane May be purchased outright or rented. For details write 
selling. Especially recommended for dealer 


on @) THE DARTNELL CORPORATION 


These are 16mm. talking motion pictures 





Running time about 30 minutes. Price 
includes meeting guide, pass-out booklet 
Seualih tor cau tie, Mee eeaiien on Headquarters for Sales Training Films 


nouncement posters 





46460 Ravenswood Avenue Chicago 40, Illinois 
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accomplishment of intangible ob- 
jectives so important in knitting 
together a fast-growing company. 

Complete understanding of the 
technical nature of some Hupp 
products and of the extreme diver- 
sity of its marketing patterns could 
not be hoped for in any large 
measure among all directors. The 
need was for first-line personnel to 
explain the significance of the spe- 
clalized operations and correlate 
hort-term controls with broad ob 
jectives and procedures established 
by the board of directors. 

Developing these experts into 
trong divisional officers with broad 
responsibilities for profitable oper- 
ations was the next step. Where 
hould talent be sought, reasoned 
Hupp management, but within the 
organization itself 

“Promotion from within” is a 
well-established policy in industry, 
but Hupp paid it more than lip 
ervice, In the past two years, only 
three executives have been brought 
into the company from the outside ; 
two of them were for staff jobs, the 
other as a divisional sales vice 
president 

Hupp made a purchasing agent 
into one divisional peneral manage! 
because manavement found he 
knew more about the business than 
anyone in the division, He has since 
done an outstanding job as the di 
vision’s chief executive officer. In 
another division, the sales managet 
was elevated to the top job. Be 
cause he lacked financial experi 
ence, the controller's office once a 
routine bookkeeping job was up 
praded to work closely with the new 
president 

Hiupp management doesn't con 
ider the monthly sessions a pet 
manent institution, Because their 
prime purpose Is) to co ordinate 
personnel from newly merged com 
panies, the technique will likely be 
discontinued when this objective 
is achieved 

Motivational forces generated by 
the open board meetings have been 
proved, The men feel they are 
contributing to over-all manage 
ment and that their divisional oper 
ations play an important role in 
the company’s progress. 

Motivation was found to be 
strongest when these men’s duties 
allowed them to develop themselves 
to the full extent of their capacities 
The company encouraged them to 
use their own abilities to make 
decisions, changes, even mistakes 
The recognition and opportunity 
have been found to mean more 
than the tangibles of the job. 


AO 





The Election Was Over 


(Continued from page 14) 


one-fourth do not. They are never 
quite able to break the bonds, the 
silver cord which binds them to 
their parents or other authority- 
figures. They never become fully 
self-reliant; they remain always, 
to some degree, dependent. Yet in 
today’s culture in America depend- 


dinate on whom he could count for 
support when he needed it; and she, 
of course, found in him not only 
emotional support, but real and 
practical aid whenever she might 
call for it. They were drawn to- 
gether by their mutual needs for 
support. Thus the two essentially 


If your office employees have not yet been organized, 


don't get the idea that ‘‘it can't happen to me." True, the 
AFL-CIO unions have eased off on “Operation White Col- 


lar’ but as Research Institute of America pointed out, there 


are plenty of topnotch organizers looking for business. 


They are ‘looking’ especially hard at the smaller firms 


ence is frowned upon (dependent 
men are called ‘‘sissies’’). 
Therefore, even the most depend- 
ent person dares not admit, even 
to himself, the extent to which he 
may be submissive, passive, and 
lacking in self-confidence, In con 
sequence, he often overcompen- 
ates he denies his weakness and 
insecurity by the assumption of an 
outward air of self-assurance and 
bravado, This is done in part to 
conceal his inner limitations, not 
only from the world but from him 
elf as well. More importantly, an 
autocratic, authoritarian air dis 
courages others from questioning 
his dictates; it is 
of running” bluff 
Gertie and Mr, Atwood are both 
of this type. The death of Gertie’s 
father before she had really ma 
tured and the fact that she had 
heavy responsibility thrust upon 


in effect, a form 


her due to the inadequacy of her 
mother never gave her an oppor- 
tunity to mature gradually, nor 
mally, and fully. One day she was 
an adolescent girl, the next she was 
the head of the family. As a result 
she never felt adequate to her 
family responsibilities or, later, to 
her role as supervisor. But none of 
these weaknesses could she admit, 
even to herself. She had to prove 
to everyone that she was fully 
qualified for her role, even though 
her ways of doing so were not 
always too appropriate 

Mr. Atwood's background was 
essentially similar to Gertie’s, al- 
though his deprivations were not 
as acute. In Gertie he found not 
only a kindred spirit, but a subor- 


weak and dependent individuals 
were able to form a mutually sup- 
portive coalition which enabled 
them to function together where 
alone neither would have been 
quite adequate to the responsibili- 
ties of his position. With the secu 
rity thus provided them, each felt 
free to project his envies, resent- 
ments, and frustrations onto their 
helpless subordinates with impu- 
nity, each knowing that the other 
would come to his support in case 
of need, 


Wanted: Employee 
Centered Leader 


It would be wonderful if some 
sort of magic wand could be waved 
over Gertie and Mr, Atwood which 
would transform them quickly and 
permanently into efficient, ‘‘em- 
ployee-centered” leaders. Unfortu- 
nately, there is no such procedure 
Nor will a course in “human re 
lations” or supervisory training 
have the slightest effect. Both are 
totally impervious to change by 
appeals to logic or other rational 
procedures, The fact that both are 
now in their fifties complicates 
matters, but if both were in their 
twenties today, the problem would 
still exist. 

Both suffer from a compulsion 
neurosis with all its rigidities, ritu- 
als, and emotional hostilities which 
is, for practical purposes, incurable. 
Nothing remains but to remove 
both from any sort of administra- 
tive or supervisory activity. (If 
Gertie loses out in her hassle with 
Sophie, she will be glad to retire 
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to a less-threatening, albeit lower- 
status position.) Mr. Atwood, in 
view of his age, can always be 
“kicked upstairs” to a “consulting” 
position or some other high-status 
refuge for the mistakes manage- 
ment has made in selecting its 
supervision. They are both employ- 
ees who can continue to make 
worthwhile technical contributions, 
but should never be expected to 
exercise leadership responsibilities. 

The fundamental mistake was the 
initial one: Neither Gertie nor Mr. 
Atwood should have been made a 
supervisor, Both are, in reality, 
good clerks and nothing more. Even 
Mr. Atwood, as controller, actually 
has no major decisions to make 
In theory, he was supposed to 
decide and act; in practice, any 
thing that is new, unusual, or 
in any way involves risk, he clears 
with his superior, the financial 
vice-president. Mr. Atwood not only 
prefers to do it this way, but the 
financial vice-president has so little 
confidence in Mr. Atwood’s judg 
ment that he insists that he always 
be consulted. 

“Problem” supervisors are 
uniquely costly because their short- 
comings affect many others besides 
themselves, Gertie and Mr. Atwood 
have probably cost their employers 
hundreds of thousands of dollars 
over the many years they held 
sway. These losses were not direct 
open, obvious ones. They were 
moreover, obscured by the fact that 
both were “drivers,” work-centered 
martinets 


It All Begins With Selection 


The costs were subtle ones. Chief 
among them were the turnover, the 
absenteeism, the interruptions of 
production while Gertie screamed 
at one of the girls; the willful but 
undetected errors which made the 
halancing of the accounts more 
time-consuming, and the all-per 
vasive atmosphere of indifference 
in the department often verbalized 
as “Don’t expect me to do that. It’s 
not my job. I only work here 

The selection of qualified pro 
pective supervisors is not too diffi 
cult. Certainly they must be tech 
nically competent and_ hard 
workers gut this is not the im 
portant thing. The critical trait 
are self-reliance (a willingne: if 
necessary, for the individual to 
“speak up” to the boss; a readine 
to make decisions on his own 
freedom from docile, mindless cor 
formism) and demonstrated leader 
ship both on and off the job — ever 
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in the union, Every normal Ameri- 
can boy and most girls have ample 
opportunity to be chosen as leaders 
at some time in their lives--in 
school, in clubs, in the lodge, in the 
Boy Scouts and YMCA, and on the 
job for example, captain of his 
bowling team. If, by the time the 
individual is 25 he (or she) has 
never been selected for any leader- 
ship role of significance, it is likely 
that he has no real capacity for 
leadership, Such persons, regardless 
of their technical skills, should be 
looked at twice before being given 
supervisory assignments. 

The real victims of Gertie and 


Mr. Atwood are not the unfortu- 
nates who had to submit to their 
whims and vagaries. The true 
victims are Gertie and Mr. Atwood. 
While they have had power (which 
was sweet to them), they have also 
known what it is to be surrounded 
on all sides by those who hate them. 
Both knew that they did not have a 
Single real friend or supporter 
among their subordinates. Gertie 
bought by favoritism the surface 
loyalty of her “Crown Princesses’”’ 

but at no time was she sure 
of its sincerity. Hence, in spite of 
their power, they lived in an island 
of uncertainty and loneliness. 





Bonuses Are Not Enough 


(Continued from page 16) 


been put on a piecework basis for 
many years, to as great an extent 
as is Machines pace 
many operations. Individual — in- 
centives pace most of the rest. One 
wonders how, under such condi 
tions, there could be a sharing of 
profits without a net loss to the 


practical. 


owners. 

J. A. Chadbourne, president of 
Qld Colony, is no defeatist. He 
felt that there was room for im- 
provement, that it must come 
through a greater degree of work 
er-management co-operation, and 
that profit sharing might be the 
means of getting that co-operation. 
When the Council of Profit Shar 
ing Industries held a meeting in 
New England, Mr. Chadbourne 
suggested to Henry F. Burrows, 
treasurer, that he attend, Later, in 
order to acquaint the union with 
profit sharing, the union president 
and secretary attended the annual 
profit-sharing conference in’ Bos- 
ton along with the company treas- 
urer and the factory manager. In 
two years, Old Colony had worked 
out all details and launched its 
profit-sharing plan, 

Before profit sharing, Old 
Colony had a small actuarial pen- 
sion plan that paid a maximum of 
$25 a month. Theirs was (and is) 
a union plant with the usual pro 
gram of paid vacations and fringe 
benefits. Its relations with the 
Federal Labor Union (AFL) were 
better than normal. 

The profit-sharing plan Old 
Colony introduced for its 350 em 
ployees in January 1955 is a com- 
bination cash-and-deferred — type. 
The company contributes about 25 
percent of net profit on sale of con 
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verted goods, provided this profit 
figure equals or exceeds the per- 
cent of profit on sale of converted 
goods set up in the profit-sharing 
agreement, It pays two-thirds of 
this amount into a retirement in- 
come trust and gives the remaining 
one-third as a cash bonus on the 
basis of each individual's base pay. 

Why did Old Colony’s manage- 
ment think such a_ profit-sharing 
plan would pay its way, and what 
has been the actual result? 

It is not difficult to understand 
the almost inevitable attitude of 
a worker who sits or stands all day 
at a machine repeating a simple, 
monotonous operation under super- 
vision hour after hour. There 
naturally builds up in the worker's 
mind a feeling that he (or she) is 
on one side, the management (and 
owners) on the other side. A sort 
of game or contest develops in 
which the worker does what he 
must to keep his job, but not much 
more; and management presses as 
far as it dares without getting 
repercussions from the men and 
the union. 

This is not to imply that Old 
Colony was a hotbed of labor dis- 
content, Far from it. The com- 
pany’s labor relations were good 
by any normal standards. But how 
much better they could be if both 
the workers and the management 
could be brought together ‘‘on the 
same side.’”’ And it seemed quite 
certain that the resulting higher 
productivity, the savings in waste, 
and the other benefits from good 
group co-operation would create 
profits so that there would be as 
much or more left for the owners 
after sharing with employees as 


there ever had been before sharing. 
Anyone wise in ways of profit 
sharing knows that two years are 
no real test of its effectiveness. It 
usually takes at least that long for 
workers to get used to the idea 
that there isn’t a gimmick—that 
they actually get a fair share of 
the profits that their interest and 
their efforts help to create. But, 
even at the end of two years, with 
the management end of the team 
investing in more modern facilities 
and with the labor end contribut- 
ing their efforts to make the 
changes work, this teamwork un- 
der the profit-sharing arrange- 
ment produced the results shown 
in accompanying box (page 16). 
There is this to be added: These 
results have come about not so 
much by harder work as through 
better understanding, better co- 
operation with management, and 
an appreciation of what it takes to 
make a profit in a highly competi- 
tive field. There is much less time 
lost bargaining with the union and 
adjusting grievances. And there is 
much less resistance from. the 
union when a person must be dis- 
charged due to poor performance. 





New Tape Converting 


Machine 


Something new has been added 
to electronic data processing with 
the development of a machine by 
Comptometer Corporation that 
speeds up the input of informa- 
tion into data-processing devices 

Called the Comptotape, the 
equipment converts calculator re- 
sults into punched tape, ready to 
be fed into processing machines 
having tape-reading mechanisms. 

The machine automatically 
prints all debits in black, all credits 
in red, and provides for using a 
constant figure in computing com- 
missions and pro-rating by per- 
centages. A Visi-Balance window 
shows true running credit or debit 
balance at all times, and the ma- 
chine has variable space control 
for single or double spacing. 

According to Albin E. Carlson, 
president, the machine also has a 
program board which automati- 
cally punches constant data, such 
as code numbers, into tape. The 
device eliminates the key-punch 
operation now necessary to put 
calculations onto tabulating cards. 
“It also eliminates the chance for 
human error in transcribing and 
verifying figures,”’ said Carlson. 
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Office Manager’s 
Pay Check 


(Continued from page 21) 


first-level financial responsibilities 
(treasurer or controller), as so 
many do, his salary moves up an- 
other $200 to reach a point $500 
higher than the salary of the person 
who does nothing but run the office. 

Bonuses, gifts, and extra incen- 
tive pay account for the difference 
between base salary and total com- 
pensation in all of the tables. In 
this department, the survey shows, 
office managers are overlooked 
more often than most of their 
brother executives; only 43 percent 
of the companies contacted give 
them cash bonuses. 

The amount of the office man- 
ager’s bonus ranges, in the majori- 
ty of instances, from four percent 
to 18 percent of base salary. The 
median amount is exactly 10 per- 
cent of salary. Sources of bonus 
awards are just as varied as for 
other executive groups. Most popu 
lar, however, is profit sharing, 
which accounts for almost four out 
of every 10 bonuses paid to office 
managers. 

Seventeen percent of the office 
managers polled describe thei 
bonuses as gifts, given at Christmas 
or at the end of the fiscal year. 
Fourteen percent say bonuses are 
discretionary, varying from year to 
year according to executive com- 
mittee decision, About the same 
number of bonuses, 13 percent, are 
subject to stated formulas which 
are almost always based on the 
office manager’s salary and/o! 
years of service. One firm, for ex- 
ample, calls a plan ‘Additional 
Living Compensation.” Under it, 
salaried employees receive five per- 
cent of their salaries as a bonus 
They get another five percent if 
they have been with the company 
for more than three years. 

Eleven percent of the office man- 
agers surveyed work under special 
incentive arrangements by which 
bonus amounts are dependent upon 
office production, savings, or some 
other measure of the office man 
ager’s effectiveness. Bonuses paid 
to the remaining six percent of 
those under survey must be classi 
fied as miscellaneous or not othe 
wise identified. 

But whether 
not, the man 
remains well 
tive pay scale. 


he gets a bonus or 
who runs the office 
down on the execu- 
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If the mail scale in your office isn't dependably 
accurate, it will pad your annual postage expense, 
making you pay 6c for a 3c mailing 

Or, it underweighs a 6c mailing, and makes the 
recipient shell out 3c in “postage due.” Too much 
of that could make customers start hating you 
Bad business! 
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A down-to-earth Dartnell manual for salesmen 
by one of America’s ace sales trainers and 
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Plymouth Division. 


How to Increase Your 


SALES POWER 


A Blueprint for Successful Selling 
By Harry G. Moock 


A workbook that tells 


How 
How 
How 
Ilow 
How 
Hlow 
Hlow 


start 


tance 


to get the sale off to a good 
to find the point of least resi 
the pro pect to buy 
killfully 


the order 


to make it easy for 
to di 


to wrap up 


pose of objection 
the sale 


tomers out ol 


and get 


to make cu buyer 


to use one sale to make another 


Send this inexpensive 64-page booklet to your salesmen and help 
them to step up their 1958 production from 10 to 30 percent. 


Single copies 40 cents—less in quantities 
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Justowriter Offers Variety 
Of Type Faces to Users 


Now 14 type faces are available on 
the Justowriter automatic tape-oper 
ated composing machine that expand 


or contract paces between words to 
produce justified lines at the rate of 
100 words a minute, Just added to the 
been Mid 


Century, a sans-serif face often used 


family of type face ha 


for manual, catalog, and listing com 
position. Friden Calculating Machine 
(‘o., Ine., Dept. AB, 1 Leighton Ave 
htochester 2, N. ¥ 
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Secretarial Chairs Have 
Many Fabrics, Finishes 
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Numerous Teletypewriter 
Copies From Master Roll 
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copies 
made possible 
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any rebound trom the top po ition 
and finger-tip margin control estab 
lishe margins without moving the 
carriage The Statesman pace bat 
both ol 
automaticall repeat af held 
Remington Rand, Dept ‘ 


» Fourth Ave New York 10 


ided into two unit 


Two Registers on Machine 
To Do Twice the Work 
Two “registe! 
lO-key 


work of two machine The operator 


enable the Duplex, a 


idding machine to do the 
in add o1 ubtract either register 
both re te! imultaneously, One 
in be used for roup total while 
‘ otmner iccumulate to 
otal Compact quiet 

imn, the Duplex lists 11 
12 for extra capacit 
Machine Co Inc 


Coral ‘ ‘ J 


Monroe Ca 


Dept. AB 4 


lating 


Executive Chair Features 
Deep Foam Rubber Seat 


Impe rial 

ited tor the 

i number of ex 
in addition to 


its comtort. A 
holstery and bal 
are offered. Well 


Dept. AB, Mic 





of teletype writer 


pape! 


ige simpl 


copies. The rolls 


AB TOO) 


Pencils Reproduce or Not 
In Copying Machines 


“Fax” is a new line of reproducin 
and nonreproducing pencils for usé 
with office-copying machines. Repro 
ducing pencils are black, red, blue 
and green 
are brown, red, blue, and yellow 
“Fax,” Dept. AB, Joseph Dixon Cru 


cible Co., Jersey City 3, N. J 


nonreproducing pencil 
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Machine Keeps Coffee 
Always Hot and Fresh 


Freshly brewed coffee and hot choco 
late come from the new Perk-o-fres! 
vending machines. Featuring 40 au 
tomatic percolators, the Perk-o-fresh 
requires only a cold water connection 
(no drain) and standard outlet. In 
terstate Coffee Corporation, Dept 
AB, 251 E. Grand Ave., Chicago 11 
Illinois 
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Photocopy Paper Allows 
Handling Under Lights 


Photocopy papel designed to make 
pertect photocopy reproductions even 
under severe hghting conditions is 
four times less sensitive to “white'’ 
light ( opease Corp Dept 


Park Ave New York 22, N. ¥ 
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Add Beauty to Offices 
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A 


New System Simplifies the 
Filing, Finding of Tapes 


A visible system for filing and finding 
long-punched paper tapes, called 
VISIsleeve, provides complete flexi 
bility of filing. It places up to 2,880 
long tapes at the finger tips of a 
single operator, VISIsleeves are rigid, 
transparent plastic containers ar- 
ranged side by side in a 24- or 30 
inch-wide panel designed to fit into 
revular VISIrecord housing units 
VISIrecord, Inc., Dept. AB, Copiague 
Long Island, New York 


A 


Service Cart Can Be Used 
Throughout the Building 


A new size and improved-style serv- 
ice cart is 36 inches long by 24 inches 
wide by 32 inches high. It is being 
used extensively as a stock room 
cart, in shipping and receiving rooms, 
and as an assembly line feeder. The 
casters are five inches in diameter 
for easy rolling, and the front casters 
are set back from the leading edge of 
the lower tray. Lyon Metal Products 
Inc., Dept. AB, Aurora, Ill 
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Spirit Addressing Machine 
Makes 80 to 250 Copies 


With the Rena Super Model 200 
hand-operated spirit addressing ma- 
chine, the master is typed on an or- 
dinary typewriter, using a Rena 
printed master label. The label mas- 
ters are then inserted in_ plastic 
frames and fed through the hopper 
of the machine. From 80 to 250 re- 
productions may be obtained from one 
original typing. Du Prints, Inc., Dept 
AB, 1502 S. Main Street, Los Angeles 
15, California 


End Table Is Sixth Offered 


In Business Furniture Line 


A new end table, designated Model 
651, brings to six the number of oc- 
casional tables available in the 
COSCO business furniture line 
Others are a corner table, a chair- 
side table, a step-end table, and two 
coffee tables. Hamilton Manufactur- 
ing Corporation, Dept. AB, Columbus, 
Indiana 


Marble Regains Its Shine 
With New Cleaner /Waxer 


Polished marble can now regain its 


original sheen and color through a 
new liquid chemical cleaner/waxe1 
Simply wiped on, allowed to haze- 
dry, and then removed, it is recom- 
mended for any polished marble sur- 
face except floors, ‘““Marbl-Lus,” Doc- 
ument House, Dept. AB, Post Office 
sox 242, Greenwich, Conn 


Cutter and Perforator Has 
Improved Blade Suspension 


Streamlined housing and improved 
blade suspension allow for effortless 
operation of the Harvey Safety Cut- 
ter and Perforator. The great variety 
of materials which can be cut or per- 
forated on the Harvey make it a real 
work horse. Harvey Division, Lans- 
dale Products Corporation, Dept. AB 
tox 568, Lansdale, Pa 








The following literature is of special 
interest to executives active in busi- 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 
booklets are completely exhausted. 
Requests for these booklets may be 


sent direct to the companies listed. 


REMINGTON RAND’S “Dream (Of- 
fice” furniture catalog tells how the 
color accent predominates from the 
Aristocrat executive desk’s polished 
finish to the colors and materials 
available in posture chairs (repre- 
senting only two examples of the en- 
tire furniture line). The 260-page 
catalog can be obtained from Rem- 
ington Rand, Division Sperry Rand 
Corporation, 315 Fourth Ave., New 
York 10, N. Y 


. * 


IDEAS AND EQUIPMENT to sim- 
plify office work, save office space, 
and improve office appearance are 
found in Shaw-Walker Company's 
“1958 Office Guide.” This 252-page 
encyclopedic catalog pictures, de- 
scribes, and prices 5,000 office prod- 
ucts—-fireproof equipment, desks, 
files, chairs, counters, and systems 
For a copy, write The Shaw-Walke: 
Company, Muskegon, Mich 


. * * 


THE MECHANICS OF planning and 
laying out your office is discussed in 
a 32-page booklet that deals with 
such problems as work flow, spacial 
requirements, lighting, sound, and 
locations of separate offices. The 
booklet is offered by the Wood Office 
Furniture Institute, Dept. 30, 730 
Eleventh St. N.W., Washington, D. C 


* 


HOW THOUSANDS of combinations 
can be created from basic modula: 
office furniture units is shown in a 
new 24-page catalog. Pieces shown 
in this comprehensive catalog include 
executive desks, secretarial desks 
credenzas, conference tables, occa- 
sional tables, storage units, wall 
cases, bookcases, and file cases. The 
catalog (No. 20) will be sent by 
tobert John Company, 202 S. Hut- 
chinson St., Philadelphia 7, Pa 


* * . 


THOSE WHO USE pressure-sensi- 
tive printed tapes, templates, work- 
boards, and other chart materials 
will be interested in the 1957 catalog 
of Chart-Pak, Inc. To obtain the 
catalog, “Visualization Made Easier,’ 
write Chart-Pak, Inc., Leeds, Mass 
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TIPS FOR § B 


BUSINESS EXECUTIVES 


MOVIE-MAKING on a small budget their commor 
is the subject of a pocket-size book for periods ra 
let, ‘Low Cost Business Films.” Basic of 20 up to 93 
production steps and use of personnel 

are just two of the topics covered 

Copies will be sent by Telefilm, Inc 

6039 Hollywood Blvd., Hollywood 28 

California 


THE BOOKI 
HOW TO MAKE transparencies for for Retiren 
overhead projectors from  transpar- lent guide 
ent, opaque, two-sided, or bound funds. (Under 
originals is told in a new bulletin. It a number 
describes how the Ozalid Projector- y 
Printer Kit can be used for making 
transparencies Without darkroom ! 
methods or outside suppliers. The stock 
bulletin is available from Ozalid Divi write 
sion of General Aniline & Film Cor & 
poration, Johnson City, N. Y Francisco 


* * 


FINANCIAL PUBLIC RELATIONS ANOTHER BO 
are codified in a check list prepared 
by Weston Smith, who has also pre- 
pared a check list for a well-balanced 
annual report. To obtain the check this program. Copies may b 
list write Investment Dealers Digest from The Manufacturers Trt 
150 Broadway, New York 38, N. Y pany, Pension Division, 55 1 


* 4 Yew York 15, N. Y 


Trust Program 


scription of pooled plans wv 


LISTING OVER 150 references to 
free literature on good office prac- 
tices, a 16-page booklet is written 
especially for the office executive 
For 50 cents a copy of “Free Litera- 
ture for Improving Your Office Prac 
tices” will be sent by John F. Pierce 
management consultant, P. O. Box 
21, Boston 90, Mass 


Products D Wood 


200 Brower 


EMPLOYEE RELATIONS are dis 
cussed in “Supervisory Problems in 
the Office,” a series of filmstrips for 
training supervisory management 
The series consists of six color film 
strips; three 3314 r.p.m. records; and 
a manual for discussion period 
Titles are: Corrective Guidance, De- 
veloping Team Spirit, Easing a Di 
appointment, Making Compliments 
Count Overcoming Resistance’ to 
New Methods, and Rating Employes 
Performance. For more information 
write: National Office Management 
Assoc., 1931 Old York Rd., Willow Zippel 
Grove, Pa wheat? 
e until 
them 
LEADERSHIP, its how, when, where 
and why, are treated in a chatty littl 
booklet called “The Art of Leader 
ship.” The booklet is by Arthur H 
Young and is offered by the Indus 
trial Relations Section, California 
Institute of Technology, Pasadena 
California 
> 


A NEW VERSION of the New York 
Stock Exchange's booklet, “Invest- 
ment Facts,” lists 307 companies 
which have paid cash dividends on 
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tions and answe on the detail 


ADJUSTABLE STEEL shel 
industrial plants office ind 
tions is described and illustrate: 
a six-page bulletin. Copies of 


tin SI wv l be se! by Penco 


STO COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 
THE 
COFFIELD 
EVERLASTING 
Interchangeable 
ORGANIZATION <3. 
CHART Ce 
EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

+ All Parts Are Movable and Re-usable 
+ Selves Your Chart Problem Forever 


Write for Free Ilustrated Folder 
with Price Schedule No. AB-10 


MANAGEMENT CONTROL CHARTS CO. * 


1731 N. WELLS ST CHICAGO 14, iil 


ELECTRONIC 
CHECKS ON 
LITHOSTRIP 


fotelelifalticl]* | Male\ deal | 


vp to 90% of sorting costs 


s AVES 


with automatic reconciliation 


PRE-PUNCHED, PRE-NUMBERED TASB CARD 
CHECKS “ride free” on CONTINUOUS formes 
veetul on tebviletors, teletype writers or typewriters 
CHECK RECONCILEMENT is obteined of «@ tiny 
fraction of menvel cost by using punched card 
sorter, collater and tabvlateor 

ELECTRONIC CHECKS alse aveileble on Lithe- 
sets requires no chenge in your present 
method of prepering checks 

We engineer many types of office 
forma. CONSULT US 











me SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 
waste paper, tissue, cellophane, corru 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur 
poses. Especially adapted to shredding 
confidential records, blueprints, etc., per 
mitting the return of this high-grade paper 
to the paper mills, for re-use 


Compact, economical, safe. All revolving parts 


are covered, Instantly adjustable, Shreds ',” to 


\%”. Designed for continuous and trouble-free 


service 


FREE TRIAL 


Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 








Distinctively 
Different... 


New York's friendly 
hotel minutes to 
Grand Central, 
5th Ave. shops, theatre 
district. All outside 
rooms; radio, TV 
circulating ice water 
tub and shower! 
Everything to make 
you feel ‘‘at home" 


Home of the famous 


‘| lawaiian Room’ 


LEXINGTON AVE. at 48th St., WN. Y.C. 17 
Phone: Plaza 5.4400 
See your local travel agent 
or write for Hrochure 160 


BOSTON MIAMI CHICAGO 
Hancock 66625 Franklin 9-8331 Dearborn 2-4432 
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tained by writing: Catalog 10, Gen- 
eral Scientific Equipment Company, 
7516 Limekiln Pike, Philadelphia 50, 
Pennsylvania 


AVAILABLE TO THOSE interested 


in selling or advertising products to 
the 12-billion-dollar restaurant and 
hotel industry is the 1957 edition of 
“Selling to Restaurants and Hotels.” 
The manual will be sent by Ahrens 
Publishing Company, Inc., 71 Vander- 
bilt Ave., New York 17, N. Y 





EW BOOKS fr Execules 


THE COLLECTIVE BARGAINING 
AGREEMEN'’ by Profe or Fred 
Witney, is an expert analysis of what 
the collective bargaining process has 
become, Collective 
fessor Witney firmly estab 
lished as a feature of the American 
economy. Though the rate of growth 


bargaining, Pro 


of this process may be uncertain, the 
fact remains that it will continue to 
be a major method for the solution 
of the problems of labor relations. An 
understanding of the process on the 
part of employers, union, employees 
and the public makes for more har 
monious labor relations under collec 
tive bargaining to the benefit of all 
concerned 

This study sheds light on the col- 
lective bargaining process, It points 
up the nature of collective bargain 
ing problems, the negotiation of the 
administra- 
tion of labor agreements. Showing 


labor contract, and the 


recent trends relative to the issues 
of the bargaining proce the author 
provides a better basis for the intel 
ligent negotiation of labor contracts 
His basic assumption is that, in gen 
eral, the collective bargaining process 
has reached the stage where rational 
argument based upon facts dete 
mines the substance and procedures 
of collective bargaining. This study 
will contribute to better labor-man 
agement relations, so that individuals 
and groups directly or indirectly af- 
fected by collective bargaining will 
Harmonious labor relations 
achieved under the collective’ bar 


benefit 


gaining relationship can strengthen 
our democratic heritage. Bureau of 
Business Research, Indiana Univer 
sity, Bloomington, Ind. $1.75 paper 


$2.75 cloth \r.O.R 


A DICTIONARY OF CONTEMPO- 
RARY AMERICAN USAGE By 
Bergen Evans and Cornelia Evans 
AMERICAN-ENGLISH USAGE. By 
Margaret Nicholson. If you 
write anything, you may as well skip 
this review. But if you ever have oc- 
casion to express yourself on paper 

whether in letters, memos 
or other communications—you will 
want to know about these two new 
books which can be as valuable as 


never 


reports 


your dictionary in helping you put 
across your ideas 

Until quite recently, word usage 
was principally a British preoccupa- 
tion; and British usage, frequently 
differing from the American, was 
stressed by such authorities as Fowl- 
er, Howland, and Partridge. Now, by 
coincidence, the first two important 
works on American usage have ap- 
peared almost simultaneously. First 
to appear was the Nicholson book, 
based on Fowler’s Modern English 
Usage. In late August, the Evans 
book was published, written by the 
TV commentator and English profes- 
sor, Bergen Evans, and his novelist 
sister 

If, like most businessmen, writing 
communications is a part of your 
job, you will want to add one of these 
new books—perhaps both-—to your 
office library. The average business- 
man may find one of them adequate, 
as the average householder can get 
along with a single 
saw. The more serious writer will 
want both books, as the skilled car- 


general-purpose 


penter needs both a crosscut and a 
ripsaw in his kit. The Nicholson book 
is the more conservative; retaining, 
however, enough of the old Fowler 
flavor to recall his delightful style 
For example, the item on NOT 
ONLY: “Not only out of its place is 
like a thumbtack loose on the floor 
it might have been most serviceable 
somewhere else, and is capable of 
giving acute and undeserved pain 
where it is.” For the most part 
Nicholson has taken Fowler's entries 
and brought them up to date and into 
line with American usage 

Evans, on the other hand, has pro 
duced an entirely new and original 
work, It is not easy to choose between 
them, for each contains things the 
other does not. Evans is particularly 
valuable as an antidote to the fusty 
grammar textbooks which have 
tended to copy from each other, gen- 
eration after generation, to the con- 
fusion of ordinary folks who read one 
thing in the textbooks and hear an- 
other in everyday use. Whether the 
authors of the Evans book have gone 
too far in emancipating the language 
from the pedants will be a subject 
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for debate for a long time to come 

“Whiskered phrases,” to use the 
term employed by Better Letter Au- 
thority Cameron McPherson, come in 
for special chastisement in the Evans 
book. For example: “It was Charles 
Dudley Warner, not Mark Twain, 
who first said, ‘Everybody talks 
about the weather, but nobody does 
anything about it.’ It was a fine drol- 
lery on its first utterance—a_ pro- 
found criticism of the let'’s-do-some 
thing-about-it school of moral zealots 
with which the country then 
abounded—a pensive reminder that 
we are not omnipotent and that at 
some of the troubles of our 
proud and angry dust are from eter- 
nity and will not fail. As a witticism 
it merited the first five or six hundred 
million repetitions it received. But 
now that it has been said countless 
billions of times (and always ascribed 
to the wrong man), it 
rest. This is something we can do 
something about.” And, elsewhere 
“Well earned rest deserves one.” 

The more conservative may prefer 
the Nicholson book, in line with the 
admonition of Pope (Alexander, not 
Pius): 


least 


deserves a 


“Be not the first by whom the neu 
are tried, 


Nor yet the last to lay the old aside 


Perhaps the best solution is to have 
both books handy, then to choose be- 
tween them, when differences exist, 
according to your own taste. Either 
way, you will be following a reliable 
authority. Nicholson: Oxford Univer- 
sity Press. 671 pp. $5.00. Evans: Ran- 
dom House. 567 pp. $5.95 i. Sa 8, 


TEN COMMANDMENTS FOR 
WRITING LETTERS THAT GET 
RESULTS. By John P. Riebel and 
Donald R. Roberts. Probably the 
breeziest book on letter writing in 
many a moon, this one concentrates 
on the “Ten C's” for creating friend- 
ly, forceful letters. Some folks think 
it’s dull to follow commandments, but 
these 10 are bound to spark lively 
letters: Be clear, correct, complete 
concise, courteous, considerate, cheer 
ful, convincing, 
clever 

To motivate the “why-bother” dic- 
tator, the team points out that un- 
clear letters can cause a great deal 
of trouble. Missives that are curt 
can lose the customer's will 
The dictator who fails to think a let- 
ter through before he begins can sow 
a poor impression of himself and his 
company 

Following their 
convincing, the authors use plenty of 
examples of muddled, indif 
ferent, and downright-horrible let 
ters. The whole tone of the book is 
conversational, so much so that the 
enthusiastic letter writer may be 
prompted to drop the authors a line 


conversational, and 


good 


own advice to be 


good, 


of praise 

The “Ten Commandments” are easy 
to take, and they more than offset 
the book’s three minor drawbacks 
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(1) The ‘Salutopenings Good 
morning, Mr. Benedict (Mr 
dict may get the letter in the 
noon or, what's 
Monday 
winded 
long-winded sentences in 


Bene 

after 
Blue 
long 


worst on a 


morning). (2) A few 


sentences railing against 
letters 

Inclusion of lassic warning to 
the man \ greed plumbing 
without which 0 letter manual 
seems comple Don't use hy 
chloric acid ] neil out of 
tubes.”” Printe Publ 


pany, Ine 184 3 


hing C’ 


LABOR IN 
OMY. By Mel 
jective of 
underst 
ships 
unions 
distributior 
wages 
The 
nomics at Stant | sity, be 
with ey t labor 


lores 


author F | 0 eco 


vins his text 
and its problems and labor 
and American 
He observes that “As it 

the 19th centu the ‘ 
made the indi 
tirely responsible for 
himself family at all 
But wage earners have not been abl 


economi elopment 
eloped in 
tem 
idual wage earner en 
maintaining 
and his times 
to assume this burden when, for any 
they 
appreciable span 
they ha 
or part of this 


were unemployed for an 
ot time In 


sought to shift all 


reason 
COTS 
quence 
their em 
both 


burden to 
ployers, the Government, o1 
The story of this partially successful 
shift is brought out in the text that 
textbook for 


follows. Designed as a 


undergraduate course 
book's 


discu ion que 


a one-semeste! 
economics, the chap 
with 


and brief bibliographies of suggested 


in labor 
ters end tion 
reading 

Of particular interest to thi 
was the chapter dealing with 
Reder trace the growtl 
behind it 
While 


States dos not have H 


reade! 
social 
security, Dr 
of the system, the reason 
acceptance in the early 1930's 
the United 
“breath-to-death” § s 
security like Great Britain, the au 
thor feels “the effect of the America! 
ystem has been to 


stem of ocia 


social security 


raise the incomes of the lowest urbar 
income recipient the aged, the di 
abled, and/or the unemployed 


tive to the rest of the 


rela 
community 
Sut thus far it has accomplished I 
in this 
hoped.” 

Appraising the union movement 


direction than wa originall 


Dr. Reder tate “Union in the 
United state na 


middle-class rme! 


co-operated with 
who have 
political and economic re 
that benefited the 


( rrving hi further 


espoused 
forms 
earne! 

cites union 
Fair Deal 


encourage nionism and 


program 
promoted 


independent e orm 
half of wag 
readers 


conclusio 


GOT HIGH-PRICED HELP 5 
e LOOKING FOR RECORDS « 


LOW-COST “CONVOY” 
e STORAGE FILESe 


records 


All your 


are instar tly 


semi-active or inactive 
available What a time and 
money-saver today! 


Rigidized 


construction 


Shell 


costly 


permanent Drawer and 


eliminates shelving and 
searching (the biggest item 

All this at half the cost of steel because 
CONVOYS are 


board processed to 


heavy duty 
< wrugated 
remarkable strength 

check, 


letter, legal 


slip, tab card 


Sizes 
deposit 
10 others 

There's a 
near you — or 


CONVOY, Inc. 


STATION B, BOX 216-1 
CANTON 6, OHIO 


dealer 
write 


emer equired | 
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Introduce Your Friends 
To American Business 
... at NO COST! 


To the Editor: Please send a FREE 
copy of AMERICAN BUSINESS to 
each of my business acquaint- 
ances listed below. 


To 
Title 
Firm 
Street 


City State 


To 
Title 
Firm 
Street 


City State 


To 
Title 
Firm 
Street 


City State 


To 
Title 
Firm 
Street 


City State 





My Name 
Firm 
Street 


City State 


Department PAB 


AMERICAN 
BUSINESS 


4660 Ravenswood Avenue 


Chicago 40, Illinois 











by concluding that, “We may never 
reach what Sumner Slichter has 
termed a ‘laboristic society,’ but in a 
nation of competing pressure groups, 
the demands of unions reflect in an 
imperfect but nonetheless recogniz- 
able way the interests and desires of 
their membership.” John Wiley €& 
Sons, Inc., Philadelphia, Pa. 534 pp 
$6.50 E. M.R 


THE INVESTMENT AND ADMIN- 
ISTRATION OF PROFIT SHAR- 
ING TRUST FUNDS: A_ RESEARCH 
stupy. By J. J. Jehring. In this paper- 
bound book, Mr. Jehring, director of 
Profit Sharing Research Foundation, 
presents the results of an extremely 
detailed study of investment prac- 
tices and administration of trust 
funds in deferred profit-sharing plans 
The report reflects fund conditions as 


they stood in 208 companies at the 
end of 1955. Plans are divided on the 
basis of broad coverage and limited 
coverage. 

These are some of the questions 
the report answers: What group is 
responsible for the administration of 
the trust fund? To what extent do 
funds use consultants? What kind of 
consultants do they use? Where does 
the final authority for fund invest- 
ment lie? Does the union participate 
in the fund administration? What is 
the cost of administering such plans? 
How are the funds invested? 

By supplying answers to questions 
like these and many others, Mr. Jehr- 
ing’s study makes an important con- 
tribution in the general area of profit 
sharing. The Profit Sharing Research 
Foundation, Evanston, Ill. 152 pp 
$3.50. Cc. M. W. 





Cllend- 


Where to Get Christmas Gifts 


We have decided to give Christmas 
gifts to some of our good customers 
this year, but we are not sure just 
what to give. We plan to spend from 
$5 to $10 each. Do you have some 
suggestions as to what might be ap- 
propriate and where we can obtain 
such items?——M. G. Corrican, Chi- 
cago, Ill 


Here are several good sources for 
business gifts: 


McIntosh apples—-Old Homestead 
Orchards, Westford, Mass 


Citrus fruit—-Bamboo Groves, Win- 
ter Park, Fla. 

Cheese assortments Badger 
Cheese Market, Route 1, Bristol 
Wisconsin 

Canned hams—Pfaelzer Brothers 
939 W. 37th PL, Chicago, Ill 


Candied citrus peel_-Hadlock Fruit 
Company, Mount Dora, Fla 


General merchandise Cappel 
McDonald, Dayton, Ohio 


Maple syrup—Deer Ridge Farms 
RFD 4, Brattleboro, Vt 


Mistletoe gift bores Mistletoe Hill 
Farm, Medford, Oreg 


Pecans Stuckey's, Eastman, Ga 


Sweet peach pickles--Montezuma 


Georgu 


Paging Electronic Receivers 


The July edition referred to 
“pocket-size electronic receivers.” We 
would appreciate any further infor- 
mation you may have on these or, if 
you could let us know the manufac- 
turer, we could write to him for in- 


Keadert. 


formation on equipment and costs. 
Unfortunately, due to import licenc- 
ing, we cannot always get what we 
feel is necessary, but we do think this 
system is worth exploring a little 
further. 

Your magazine is read with keen 
interest, and has quite a distribution 
in our company. We would like to say 
“thank you” for the careful thought 
and research that must go into this 
publication._-F. R. DENTON, assistant 
secretary, Holeproof, Ltd., 204 Syd- 
ney Rd., Brunswick, Vic., Australia. 


The manufacturer is Stromberg- 
Carlson Co. 


Conveyor System 


The July 1957 issue contained an 
article on conveying orders at the 
Westinghouse plant in Pittsburgh 
Would you give us the name and ad- 
dress of the manufacturer of this sys- 
tem, and any other information you 
may have.—-PAUL BRUENING, LT., S« 
USN, purchasing officer, U. 8. Naval 
Air Station, Jacksonville 12, Fla 


This Automatic Pressure Belt Con- 
veyor was purchased from the James 
L. Baldwin Co., 1551 W. Thomas St 
Chicago 22, Ill. Westinghouse reports 
the conveyor paid for itself in less 
than a year through faster handling 
of paper work and saving in mes- 
senger service, Maintenance averages 
about $200 a year, including cost of 
belt replacement 


Employee Handbooks 


Do you have anything helpful along 
the following line: A small company 
wishes to establish employee rules 
and regulations. The company has 
been in business for about 15 years, 
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it is unionized, and has only 30 em- 
ployees. The plant is highly autom- 
atized and has a relatively high in- 
vestment in equipment and is in a 
highly competitive business 

Rules and regulations were made 
on the spot, and consequently varied 
with conditions and moods at the 
time. I thought that perhaps you may 
have published something in AMERI- 
CAN BUSINESS, or you may have some 
other publications on this subject 

One point I am particularly inter- 
ested in is just how rigid is it wise 
to be in starting out. What would you 
recommend in a program of this na- 
ture?—-R. J. HoBan, 357 Delaware 
Rd., Kenmore 17, N. Y. 


These points are all covered in the 
material being sent to you 
AMERICAN BUSINESS: “How to Write 
an Office Manual” (July 1955), “Js 
Your Office Manual Outdated? 
(March 1957). From Personnel Ad- 
ministration: “How Canteen Planned 
Its Employee Handbook,” “What 
Makes an Office Manual Successful,” 
and “Selected Pages from Three Em- 
ployee Handbooks.” We also have a 
new book available on this subject 
“How to Prepare, Plan, or Revise an 
Office Manual.” 


From 


Executive Moving Expenses 


If possible, we would like to have 
25 copies of the June 1957 Survey of 
the Month.—-CHaRLes C. JONES, presi- 
dent, ABCO Van Lines, Inc., 537 N 
33rd St., Louisvilie 12, Ky 


We're always happy to supply one 
or two tearsheets of an article, but 
this large an 
reprints are 


we almost never have 
amount on hand. Our 
printed to order, in quantities of 100 
or over. One hundred of this survey 
would cost $23.50 plus postage 


Sick Leave Practices 


AMERICAN 
NESS, we |! you can probably 
ibout 


the preval nt ) ol companie 


nish u rmation 


regarding with pay 

We are inter In a compariso! 
of provisions for “sick le; " by 
Federal Governm 
ness firms 

Is there a problem 


caused by some employees 


untalr ad 
benefits 

handled? 

H en UV k He ; 


Litchfield, Ill 


Publicati 


We haven't published any compari 
sons between Government and private 
business practices on sick leave poli 
Ces Howe | a w¢ are Né nding OUT 
survey on absence and tardiness and 
an article on How 10 Companies 
Control Absenteeism More directly 
concerned wrth ick leave practices 
is the 


material we are sending from 


our Personnel Administration Ser 

Companies Explain 
Tardi 
Executive Sick Leave 
and Sich 


we “Ninety-Sia 
Exye riences in Absence and 
ness Control 
Policies in 60 Companies 


Leave Practices in 60 Compante 
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PRESENTING 


YOUR SALES CASE 


Here is the famed sales 
training team of Borden and 
Busse in o filmed presentation 
of five simple conviction-win 
ning techniques any salesman 
con use. Show this film to your 
salesmen and dealers. It will 
help them win more buying 
verdicts from prospects 


PRESENTING YOUR SALES 
CASE CONVINCINGLY, is a 
lémm. sound motion picture 
with ao half-hour of running 
time. Wt is aveilable on oa 
rental basis 

For detoils write to-— 
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4660 Ravenswood . 
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Uncertainty Grows 


The stock market decline, tight money, and 
slowdowns in capital expenditures have taken 
some of the glow from the optimism which busi- 
nessmen radiated earlier in the year. Now they 
are not so sure about fall business, and a few 
are cutting back. We still think the year will 
end on a high note, and that business in general 
will be better than our pessimistic friends think. 
Consumer spending will be the deciding fac- 
tor and there is, as yet, little sign of curtail- 
ment in that area. The “built-in cushions” seem 
to be working nicely. So far as interest rates 
are coneerned, we agree with the chairman of 
the Federal Reserve Board who told a congres- 
sional committee that he believed they would 
soon stabilize and “might even go down.” 
Ifowever, if business confidence slips much 
further, it could trigger a moderate recession. 


Common-Sense Motivation 


The psychologists are having a heyday con- 
vincing businessmen that the only thing wrong 
with their business is that their employees are 
not properly motivated. Actually, there is 
nothing new or mysterious about motivation. 
Stripped of college campus jargon, it simply 
means finding what makes an employee tick. 
Thomas Edison was a schoolboy failure until 
he began to boil with an idea that captured his 
mind and fired his enthusiasm. Without en- 
thusiasm, a person would probably go through 
life as a clock-watcher. Enthusiasm for the 
work he does makes a person promotable. 


Too Much Pressure 


When the going gets tough, and the need for 
more sales becomes pressing, there is a tempta- 
tion for the sales department to “liberalize” 
salesmen’s compensation, The hope is that with 
increased incentive, salesmen will go out and 
really hit the ball. But it doesn’t always work 
out that way, as shown by the predicament in 
which Air-Way Industries, Ine., finds itself. 
When Air-Way began to feel the squeeze on 
profits, it allowed salesmen to keep the down 
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payment on the vacuum cleaners they sold, and 
half of subsequent payments until their com- 
missions were paid. On the theory that if the 
men got more “front” money they would work 
harder, the company advanced more of the 
total commission. The salesmen caught on 
quickly. They stepped up the pressure on 
prospective buyers to get the “front money.” 
One report has it that 60 percent of all sales 
“bounced.” At any rate, in 1956 the company 
had a substantial loss. 


The Social Security Quandary 


It appears that the actuaries who calculated 
the 1957 income and outgo from social security 
taxes have missed it by about a billion dollars. 
That does not mean covered employees will not 
yet their social security dollars, although it is 
not too clear what these dollars will buy; but 
it does mean that to bring the fund into bal- 
ance, payroll taxes will probably have to be in- 
creased even more than planned, A 10 percent 
tax on payrolls is not improbable. It has be- 
come a political football, If your pension plan 
does not include social security benefits in de- 
termining employee benefits, you may find 
these higher taxes when added to your pen- 
sion fund contribution too large for comfort. 


The Asiatic Flu Scare 


The fear of Asiatic flu crippling business 
this winter may be making a mountain out of a 
molehill, but can we afford to brush the possi- 
bility off with a shrug’ When it hits a business, 
according to all reports, it Just about puts it 
out of commission. Owens-Corning Tiberglas 
Corporation, with 10,000 employees and 15,000 
dependents, is one company that is not going 
to take any chances. All employees and their 
dependents in the company’s seven plants and 
60 branch offices will be inoculated in plant 
medical centers. Others may have the inocula- 
tions given by their family physician and the 
company will pick up the tab. Even if the flu 
does not reach epidemic proportions, plant- 
wide inoculations is music to the ears of your 
customers who need essential supplies. 
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DECIDEDLY BETTER 


DAY:BRITE 
Lighting Tir 72] 


“Nation's largest manufacturer 
of commercial and industrial lighting equipment” 


~~ 
"CWnaltonal Accounting Machines save us 100% 


each year on our investment!” —DAY-BRITE LIGHTING, INC., Si. Louis, Mo 


ause of our rapid growtt 


TRADE MARY FEO Ve PAT. OFF 


THE NATIONAL CASH REGISTER COMPANY, barron ¢, on: ACCOUNTING MACHINES 
989 OFFICES IN 94 COUNTRIES ADDING MACHINES » CASH REGISTERS 





THIS CAN BE YOU... your product or your service 


Here is your public — relaxed, receptive. It’s movie-time, and time 


to get and hold the undivided attention of 120,000,000 eyes 


A motion picture is an investment. The payoff comes only when your 


message is seen and heard by the people it is intended to reach 


Jam Handy theatrical distribution provides nationwide 
coverage — a selective service, economical, rapid, effective, and 


complete. The cost is low. 


7c JAM HANDY Oxyengeior 


MOTION PICTURES e SLIDEFILMS « DRAMATIZATIONS e¢« VISUALIZATIONS « PRESENTATIONS ¢ TRAINING ASS! 
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